m AST Labo LOIR AM QU А GAS, * КА 
КУЧКАЧ MI АА bove MEA, 


| WOOLLEY SCOTT TRESSLER 


HANDBOOK 


SECOND EDITION 


x 

E, | 109 

Date Padus: UL SRY — No. 

This book is the Property of the Long Beach Unified School 
District and is loaned subject to the following conditions: 


l. It is to be used only by the Pupil to whom it is issued and is 
Dot to be transferred to another pupil. 


It is to be retained by the pupil only as long as needed in the 
class for which.it is issued and must be returned not later than 
the close of the school Year or at time of withdrawal from the 
class if the pupil leaves 


before the close of the year. 
3. If the book is damaged 


in excess of the necessary wear or if 
it is lost the pupil must Pay a fine sufficient to cover damage 
or loss. 


2, 


- In case of failure to comply with above regulations, 
ance will be 


full clear- 
Withheld until loss or damage is satisfactorily 
adjusted, 
Write name and date on first blank line only, 
Condition 


POLYTECH Nic SH sp : 


— — 


109 


POLYTECHNIC mies 2. лд 
LONG BEACH, CALIFORNIA 


“TOUCATION 2 
. fox 
Á OPN 


AX 

x N 
x Dept. of Extension ) 5 
р SERVICE. J 


MW 
CA itr 


НАМОВООК 


WRITING 


AND 


SPEAKING 


| Dept. of Extension 
EN SERVICE. 
. ^ ats , 
* C * 
Ww CALCUTTAO! 


Handbook of 


WRITING and SPEAKING 


WOOLLEY 109 
SCOTT 
цай TRESSLER 
NO < 
ү AO pil, 63. 
(^ Dept. of Extension 
VR 
A, 
к шыт 7 c QN 


p. C. HEATH AND COMPAN SY 


POLYTECHNIC HIGH SCHOOL 
LONG BEACH, CALIFORNIA 


you enjoyed. 


3. Say what a good time you had and mention some of the things 


4. Include something of interest about the trip home or your family. 


ACTIVITY 3. Writing Informal Notes 


ома 


48 


- Thank a friend who has do 
- Congratulate a friend on a 
. Write a cheery, 


. Thank a hostess for a delightful week-end visit. 
- Thank a friend or relative for his 


е gift on your birthday, Christmas, or an- 
other occasion. 


ne you a favor. 

n àn honor or an achievement. 

ite a entertaining letter to a friend who is recovering from а 
serious illness. 


unreasonable, or rude. 
keep an appointment or à 


WRITING SOCIAL LETTERS 


p 


5 USING THE LIBRARY 


Have you been assigned a term paper? Do you have to give a 


Speech? A 

к: з Would you like to find ап article explaining nuclear fission 
tional you can understand it? Do you know you are right on a na- 
for xd em and need facts to back you up? The library is the place 
and stay Ed you know how to use the card catalog, the Readers’ Guide, 
need, ndard reference books, you can find quickly the material you 

THE CARD CATALOG 

n index of the books in the library by 
se questions: 


сае card catalog, which is а 
» by author, and by subject, answers the 


1. Has the library a book with this title? 
ary by this author? 


he library? 


A Are there any books in the libr: 
- What books on this subject are in t 


TITLE CARD 


Complete secretary's handbook. 
651.3 Doris, Lillian. 
в handbook, by Lillian Doris and Besse 


Complete secretary 
20 Мау Miller. New York, Prentice-Hall, 1951. 


SUBJECT CARD 
OFFICE PRACTICE 


61.3 Doris, Lillian. ip Я 
Complete secretary's handbook, by Lillian Doris and Besse. 


(first li 
i Ine usually 
70 May Miller. New ‘York, Prentice-Hall, 1951. 


in red or b 
; 1 
capitals) ack 


.3 Doris, Lillian. 4 
622 Complete secretary's handbook, by Lillian Doris and Besse 


0699 aay Miller. New "York, Prentice-Hall, 1951. 


xxiv, 682 р. Шав. 24 cm. 


AUTHOR CARD 
Includes 

` Call number 

` author’s com- 
plete name 

> title of book 

and subtitle 

Publisher 


` Copyright date 
The book has 682 pages and is illustrated. 
THE CARD CATALOG 49 


1. Office practice. т, Miller, Besse May, Joint author. 


HF554T.D62 (el 651.02 
Library of Congress a5 


51-1198 


t» 


EDWIN С. WOOLLEY, Ph.D. 
Author of “ Handbook of Composition" 


FRANKLIN W. SCOTT, Ph.D. 
Coauthor of “College Handbook of Composition" 


ds TRESSLER, A.M., Pd.D. 
Author of "English in Action," *Grammar in Action," 
and “English in Action Practice Books” 


COPYRIGHT, 1952, BY D. С. HEATH AND COMPANY 
No Part of the material covered by this copy- 
right may be reproduced in any form without 
written permission of the Publisher. (Sp2) 

Printed in the Uniteq States of America 
OFFICES 
NEW YORK BOSTON SAN FRANCISCO 
ATLANTA DALLAS 


CHICAGO LONDON 


г е EDUCATION, 


Dept. of Extension 


a SERVICE. 


CALCuTTAOH 


PREFACE 


A TEXTBOOK AND REFERENCE BOOK 


Dr. Edwin C. Woolley, whose Handbook of Composition was pub- 
lished in 1907, was the pioneer in the field of English handbooks. In 
a day when most composition textbooks had a maximum of scholarly 
theory and a minimum of functional exercises, Woolley's Handbook of 
Composition was both a practical textbook and a convenient reference 
book. 

Handbook of Writing and Speaking, Second Edition, the ninth mem- 
ber of the Woolley family of handbooks, is intended for pupils in 
secondary schools and for college freshmen who need training in the 
fundamentals of speaking and writing. Like the first Woolley, it is 
both a textbook and a reference book. Numerous boldface sideheads, 
an improved numbering system, а convenient reference chart, and a 
full index make it easy for the teacher, the student, the secretary, or 


the executive to find what he is looking for. 


THOROUGH REVISION 


To provide enjoyable solid training in thinking, speaking, and 
writing the Second Edition offers these features: 
Seventy per cent new material, including new sentence examples 
ut 

ers s additional pages of drill on fundamentals: grammar, 
usage, sentence structure, punctuation, spelling, word choice 

А series of cumulative review exercises on fundamentals 

Additional exercises in the story or continuity form — hence greater 
interest and more oblique or incidental learning 

Many more easy drill sentences for slow students 

Drill proportionate to frequency of errors, seriousness of errors, 


and difficulty of forming righthabits — 
Simplifying of many explanations. Maximum of examples and 


ractice and minimum oftheory .— | 
Gihiseion of distinctions and rules which good speakers and writers 


disregard 
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Sections on grammatical usage and word choice checked against 
the evidence in the publications of linguistic scholars "a 
New sections headed “Planning and Writing a Theme" and “Build- 
ing Pleasing, Forceful Sentences . 

Many new topics in other sections — for example, Letter Layout 
Chart," "Business Letter Style," "Order Letter," “Inquiries, 
Requests, and Reservations" in Section on business letters 


Complete preparation for writing a term paper based on research 
Expanded section on spelling 


Numerous boldface sideheads and an im 
in the grammar and usage section to help the pupil find quickly 
what he is looking for 


Reproductions of letters, notes, outlines, and the like to brighten 
the text and lend reality to the explanations 


TESTS, 
Because testing is one of the best 
Writing and Speaki 


which can be scored quickly and 
difficult forms of а 


the subject, the first 
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PART ONE Ye Writing and Speaking 


1 THE PARAGRAPH 


Paragraphs come in all sizes: short — one sentence; average — 100 
to 150 words; long — 250 to 300 words. The one-sentence paragraph 
is rare except in conversation. In business letters the average is about 
60 words. A paragraph is the right size when it develops a single 


point clearly and fully. 
HOW TO PARAGRAPH 


The paragraph indention tells the reader to expect a change and gives 
him a short breathing spell. Start a new paragraph: 

In a story — when you change the time, the place, or the action. 

In a description — when you change the mood or point of view. 

In an explanation — when you go on to a new idea or a new step. 


In dialog — when you change the speaker. 


PARAGRAPHING OF DIALOG 
rl brought her convertible to a grinding stop. “What’s 


A pretty young gi 
the trouble, officer?” she asked. È Й 
“You were doing sixty miles ап hour, that’s all." The traffic cop drew 
out his ticket book. | 
Я тне: impossible, officer,” explained the girl. “Гуе been out driving 


only ten minutes." 
ACTIVITY 1. Paragraph Division 
After reading “Selecting a Site for Summer Camping" on pages 22- 


23, answer these questions. 
1. i topic of each paragraph? | 
2. Ts the Change cf subject from paragraph to paragraph natural and logica]? 


TOPIC SENTENCE 


sentence of a paragraph is its main idea. A paragraph is 
cks to its topic. In narration the topic sentence is never 
her writing it is merely implied. But if the para- 


The topic 
unified if it sti 
stated, and in much ot 

TOPIC SENTENCE 3 


i ini lain a point, the topic sentence 
out to give an opinion or exp > to с 
Еа ally in the first sentence. Frequently it is restated in 
is : 
El eem IMPLIED TOPIC SENTENCE 


i is little electric train shone as clean 
i ee аат 2 se the night before. We tooted through lilac-filled 
паза and bird-filled ditches. А white-haired conductor strolled up and 
dowd ШЕ aisle, frowning on anyone who was so careless as to drop a gum 
wrapper on his spotless floor. In the baggage car a puppy yapped every a 
we clattered to a stop. Across the aisle two thin old ladies in dark blue я 
continually munched white sugar cookies. They held the brown paper sac! T 
in their left hands, gazed approvingly at the quiet countryside, and munched. 
— GRETCHEN LYLE (student) (The first sentence lays the foundation for the 
paragraph.) 


EXPRESSED TOPIC SENTENCE 
If we consider men and women 


as the Iowa country- 


are reading a love letter, they 

Ty word three ways; they read 
they read the whole in terms of the 

parts, and each part in terms of the whol 

ambiguity, to insi 


the odor of phrases, and the weight о 


f sentences. They may even take the 
punctuation into асс 


or after, they read. 3 
— MORTIMER J. ADLER 


DEVELOPING THE PARAGRAPH 

The Жау to develop your paragraph depends on what you have to 

say. Give details of a raw recruit's first day at camp. Compare boot 

camp with a high school Ог a college, Define the army’s “table of 
organization.” If yo 


u think an enlisted man is treated unfairly, give 
examples. If you think college students should be deferred from the 
draft, give reasons, Methods of paragra 


h t are actually 
ways of thinking. Е 
DETAILS 
Mr. Matthew L. Dann’s ear] life was like imagine frontier 
life to be, but without the Tie, He grew un TAE dopo. the backwocds 
of New York State. There was No railroad nearby then, no radio of course, 
i, 10 telephones, no close neighbors, and 
always plenty of work for the whole family. The mother with her daughters’ 
help, kept the family well fed and healthy, and, besides that, made nearly 
all the clothing the family Wore. The only “store bought” clothes each one 
ай was one “best suit” for Boing to church in town on Sundays. The six, 
boys helped their father on their large, тоску hillside farm. 


— BARBARA SCHISSEL (student) 
* Reprinted from How to Read а Book b ise i А а 
ап 
Schuster, Copyright 1940 by Mortimer Y Таразов of the publisher, Simon 
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THE PARAGRAPH 


A block or two east and the atmosphere of New York changes sharply. 
In the slums are poverty and bad housing, but with them the reassuring 
sobriety and safety of family life. I head east along Rivington. All is cheerful 
and filthy and crowded. Small shops overflow onto the sidewalk, leaving 
only half the normal width for passers-by. In the candid light from unshaded 
bulbs gleam watermelons and lingerie. Families have fled the hot rooms 
Upstairs and have found relief on the pavement. They sit on orange crates, 
Smoking, relaxed, congenial. This is the nightly garden party of the vast 
Lower East Side — and on the whole they are more agreeable-looking hot- 
Weather groups than some you see in bright canvas deck chairs on green lawns 
in country circumstances. It is folksy here with the smell of warm flesh, and 
Squashed fruit, and fly-bitten filth in the gutter, and cooking.’ 


EXAMPLES 


Nature has put many strange tongues into the heads of her creatures. 
There is the frog’s tongue, rooted at the front of the mouth so it can be pro- 
truded an extra distance for nabbing prey. There is the gecko lizard’s tongue, 
So long and agile that the lizard uses it to wash its eyes. But the ultimate 
lingual whopper has been achieved in the anteater. The anteater’s head, long 
as it is, is not long enough to contain the tremendous tongue which licks 
deep into anthills. Its tongue is not rooted in the mouth or throat: it is 


fastened to the breastbone. — ALAN DEVOE 2 


Before Willie favored me with his friendship, I had grave troubles with 
myself and with the boys in the neighborhood. I was one of the very few 
boys who wore glasses, so the boys called me four-eyes, which did nothing 
to improve my amour propre. I had thin legs and large, very flat feet, and 
on top of that always wore shoes much too big for me — my father’s hand- 
me-downs — and the boys made use of these facts, too. They called me 
daddy longlegs, submarine, and gunboat. Worst of all, my hair was red and 
always cut short to save money, and I looked like a convict, which is exactly 
what the boys labeled me. The sight of me thus called forth a choice of ex- 
pletives from the neighborhood kids. They relented only around examination 
time when they sought my advice on such matters as long division, Shays 
Rebellion, the capital of North Dakota, and the products of Alaska. But 
as soon as the examinations were over, they reverted to their old ways, and 
Once more life was a misery to me. — HENRY SALT (student) 


COMPARISON OR CONTRAST 
ature with sharp inquiring nose, whereas humor has a 
h. Wit, if it be necessary, uses malice to score 

1 it i i j — keeps the peace in an 
а point — cat it is quick to jump but humor keeps tl 
Meroe EU a belii voice in a solo, but humor comes into the chorus 
Best Wit is as sharp as а stroke of lightning, whereas humor is diffuse like 
sunlight Wit keeps the season’s fashions and is precise in the phrases and 


1 From “Here Is New York” by E. B. White. Permission the author. Copyright 
i ishing Со. 

Renin e the Reader's Digest. Condensed from Nature Maga- 

zine, Y 


Wit is a lean cre І 
kindly eye and comfortable girt 


DEVELOPING THE PARAGRAPH 5 


i ith homely eternal things. 
i day, but humor is concerned wi h о | 
judgments M ds (ben in homespun endures the wind. Wit sets a ы 
ye = pon goes off whistling without a victim in its mind. Wit is sharpe 
wher 


ny at table, but humor serves better in mischance and in the rain. 
ai ‚ but 
When ü tumbles wit is sour, but humo: 


its best and truest meaning, rather th; 
more profitable companionship. — с 


to provide adequate pensions will give m 
poly over new investment. It will mean "s 
e national income goes to the Government. 


(COMPARISON AND DETAILS) 
the age when thestran n 
Say, "Sorry, Pop!” instead of * and the pretty young 


e 
1р across the Perilous streets now snatch me from th 
5, Scold me as j 


accept the considerable dif- 
ng and being Constantly short of breath. 


3 
— JAMES THURBER 


ACTIVITY 2. Planning a Paragraph 


Condensed from Harper's Maga- 


by permission of James Thurber and 
6 THE PARAGRAPH 


8. Few of us realize how much water is wasted. 

4. Fishing is the greatest sport in the world. 

5. There's one in every class. 

6. The need for driver education is all too apparent. 

7. The take-off was the most thrilling part of the flight. 

8. The old saying “beautiful but dumb” is true (or false). 

9. Here's what I dislike most about boys (or girls). 

10. А person should be able to change his name to fit the occasion. 

М, Гуе spent too much of my life waiting in lines. 

12. Common stock and preferred stock are the two principal kinds of stock 

issued by a corporation. 

13. A young person who has a job should take out life insurance. 

14. п ordinary life insurance policy and an endowment policy are dif- 
rent. 

15. < : important to distinguish between heat exhaustion and sun- 
roke. 

16. I prefer a women’s (or men’s) college to a coeducational school. 

17. um are advantages (or disadvantages) to living at home instead of on the 
ampus. 

18. My last summer's job wasn't glamorous. 

19. Should a boy volunteer for service in the armed forces or wait to be 


drafted? 

20. If I have a choice, ГІІ join the Navy (or the Army, the Air Force, or the 
Marines). 

21. Liquor and automobiles do not mix. 

22. The pedestrian isn't always right. 

23. It is possible to have a good time on very little money. 

24. Shock is extremely serious after an injury, but a patient may be prevented 

from having shock by proper treatment. 

25. The weapons of the propagandist are varied and subtle. 


ACTIVITY 3. Developing Paragraphs 
Using topic sentences suggested in Activity 2, 


ph developed by details. 


- Write a paragraph developed by examples. 
h developed by comparison or contrast. 


- Write a paragrap 
- Write a paragraph developed by reasons. | 
- Writea paragraph developed by a combination of methods. 


- Write a paragra 


оъ н 


[2 


DEFINITION 

Radar, the black light that reaches out with unseen fingers to detect the 
position, altitude, or speed of the enemy, works on the principle of wave re- 
flection. Wave reflection means simply that а directional radio wave is sent 
Out toward a target, bounces off the object, and is picked up again at its source. 
By figuring the time it took for the impulse to go out and come back one can 
ascertain the distance of the target. Radio waves travel at the constant speed 
a beam is sent out and returns in 


of 186,000 miles a second. If, for example, 
1/1860 of a second, the target 15 fifty miles away. — EUGENE AULL (student) 
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ACTIVITY 4. Developing a Paragraph by Definition 


i i Include 
aph for each, explain two of the following terms. : 
an Hier if it will help. Use textbooks, encyclopedias, and maga 
zines to supplement your knowledge. 


- М italism 21. bunt (baseball) 

б tay i b 12 Шо 22. English — 

i 13. city manager 23. court of appeals 
T ое z 14. liberal 24. montage PR Bon 
Д rationalization 15: documentary pictures) 
5. sublimation films 25, color blindness 
6. T-formation (football) 16. health insurance 26. isolationism И 
7. mortgage 17. refraction 27. consumer education 
8. excise taxes 18. schnórkel 28. rotation of crops 
9. liability insurance 19. sonar 29. Socialism 
10. hybrid corn 20. copyright 30. personality 


COHERENT PARAGRAPHS 
To make a paragraph stick together: 
1. Arrange sentences logically. Arrangement will depend on subject 
matter: time order for an embarrassing incident, directions, or a me 
chanical process; order o 


f observation for a description; order of 
development or order of importance for ideas, 


2. Use pronouns that take the reader back to preceding sentences. 


There were two Special things that it was considered chic to have, in ой 
New York homes, in the eighties. One of these was a fat pug dog with a 
ribbon around his neck, tied in a bow. The other was a rubber tree. 


Pol 
— CLARENCE DAY 
3. Repeat words or ideas, 


These aren’t ordinary pe 
Stamps, picture post cards, 
tle hae I can’t go into a 
ys playing ping-pong, boys reading comic 
B scout trips. 


— LEITA JONES (student) 
Is it so bad 


Stood, and Socrates 


4. Use transitional Words, 


Another complaint is that teen 


: “agers... 
It must be realized, however, that any excuse 
* Reprinted from Life with Mother 
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The first thing is to find a secluded room . . . 
This theory soon proved to be wrong. 

At that time the term “lost generation” xx 
Here we were met by the innkeeper . . . 

You were then entitled to proceed . . . 
Below, just a block анау... 

Many years later his son said . . . 


`5. Use parallel structure. 


As I think of the life of this great nation it seems to me that we sometimes 
look in the wrong places for its sources. We look to the noisy places, where 
men are talking in the market place; we look to where men are expressing 
their individual opinions; we look to where partisans are expressing passions: 
instead of trying to attune our ears to that voiceless mass of men who merely 
go about their daily tasks, try to be honorable, try to serve the people they 
love, try to live worthy of the great communities to which they belong. These 
are the breath of the nation's nostrils; these are the sinews of its might. 

— WOODROW WILSON 


PARAGRAPHS WITH SUBSTANCE 


A good paragraph actually says something. Don't be lazy. Do 
more than repeat your topic sentence in different words. Give ex- 
amples from your own observation and experience. Do some research. 
Use your imagination. Use exact, colorful words. Begin with a lively 


sentence. End the paragraph neatly. 


LAZY REPETITION 


sions have happened in clear weather. A person might 
transport plane could easily watch out for other planes. 
o is look out the window. If he saw another plane he 
could get out of the way and avoid a collision. Thus a person might blame 
the transport pilot for a collision. But this is wrong. The pilot and copilot 
have too much to do to get their plane down to look out for some other plane. 


Most airplane colli 
think that the pilot of a 
All he would have to d! 


FULL DEVELOPMENT 

have all happened in clear weather, it may be 
ains keep a better lookout? The answer is 
detect, and the huge wings and cabins of 
Modern liners create many blind spots for the men up front. Moreover 
transports are too fast and unwieldy to weave through interference. It is 
particularly difficult for them to change course once committed to a landing 
approach, with gear and flaps extended. To land a liner requires the com- 
bined efforts of two experienced pilots — one at the controls, the other 
ticking off some twenty-four separate items on a printed check list. There is 
enough for these men to do without simultaneously having to deal with the 
errors a nearby plane may be making. — FRANCIS and KATHERINE DRAKE + 


Since our major collisions 
asked: Why don’t airline capt 
that little planes are difficult to 


1 Reprinted by permission of the Reader's Digest. 
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COLORLESS 


vers 
her day a friend of mine in the South wrote me about all the flowe 
i Зе said it was too bad I had to live in Oregon, w 
pels and nothing grew. That made me angry, 
ü aren't any flowers in Oregon in the winter. 
е holly, roses, magasia, heather, mums, 
a hips, snowberries, and pussy willows. 


here it snowed 
because it isn’t true that 
Here are some of the plants 
Oregon grapes, fire thorn, 


IMAGINATIVE 


clusters. 
Spring around the corner, — MARIAN B 


ACTIVITY 5, Writing Paragraphs with Substance 


1. Work the follo: 


Wing notes 
paragraph. 


" 1 
into a smooth-reading, colorfu 
a 2 Я Р А гот 
Protective coloration 15 coloring that helps to protect animals ft 
enemies. Some frogs and snakes 
green. Desert birds, 
white. Animals livin 


Test often dappled like sun throughleaves. Fawn, 
leopard, bobcat, Bittern wi 
Sometimes chan i 


Chameleon, Weasels 


summer, white in winter, 


Tun horizontally — 
Stripes run other w. 


and snowshoe rabbits brown a 
Squid most amazing. When swimming, its str р 
can’t tell it from streaks of water. When not moving, 
ау — squid looks like water weeds. 
Р У is r 
2. Rewrite the following Paragraph of generalities. Illustrate o 
Prove the points with comparisons or examples. 
It's a good idea to read the news 
Sverything they Say. Often the onl 
15 wishful thinking. So; 


than others mnists 


Tessed up as facts 


ACTIVITY 6. Writing Good Paragraphs 
Write meaty, unified, Coherent, lively paragraphs on three of the fol- 
Owing topics. 
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1, Dieting. 2. Feminine intuition. 3. Mr. Know-It-All. 4. Voting — 
a duty as well as a privilege. 5. Buying on credit. 6. My favorite television 
program. 7. Why go to college? 8. Window-box gardening. 9. Hitch- 
hiking. 10. My most unforgettable character. 11. Our volunteer fire de- 
partment. 12. One reason for studying English. 13. Accidents in the 
kitchen. 14. What a good baby sitter must know. 15. How the earthworm 
helps the farmer. 16. Cramming for examinations. 17. What is patriotism? 
18. How our community gets its water supply. 19. What is a gentleman? 
20. Parent-child relationship. 21. The British as pictured in American 
movies. 22. How to read poetry. 23. Hand signals for drivers. 24. Hot-rod 
drivers. 25. The case for (or against) the sales tax. 26. Learning by doing. 
27. The case for (or against) vocational high schools. 28. The person who 
has had the greatest influence on my thinking. 29. The worst fault in my 
speech or writing. 30. Square dancing. 31. Schoolgirl crushes. 32. Are 
the American people amusement-crazy? 33. Stage presence. 34. My most 
Serious personality fault. 35. A strange pet. 
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PLANNING AND 
WRITING A THEME 


CHOOSING A SUBJECT 


^» 


“Рог Friday,” your teacher begins, “write a short theme . . - 
What will you write about? Anyone who has lived as long as you have 
has material in his head for dozens of enjoyable themes. Do you like 

heme explaining how to tie flies or how to make a 
about the time you pulled in twenty sunfish but not 
one bass. Does your family have a television set? Describe what life 
was like in your household for the first few weeks after the set was 
installed, or put down your ideas about the effect of television on young 
children. If you Pick a subject that you are genuinely interested in, 
your readers are sure to catch Some of your enthusiasm. 


ACTIVITY 1, Finding Topics for Themes 

From each of the general fields listed below think of three specific 
topics for themes. Choose two or three topics related to your own €x- 
perience and interests — topics you'd enjoy writing about. 


EXAMPLE 
weather How Weather Affects My Dispositi 
How to Read a Weather May p sn 
The Coldest Day I Remember 
automobiles exercise NE dying 
baseball food motion pictures study! 


relatives vacations 


Limiting the Subject. A good theme writer digs deep. If you find 
that you've chosen too large a topic, narrow the Subject to one aspec 
that particularly interests you, 


Here’s how: 
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“1 


A subject for а | A topic fora] Better, but — | Now, you've got it! 
whole series of | book! 
learned works! 


Nature Camping Making camp Selecting a site for 
summer camping 
Music Modern music | Jazz A defense of bebop 
Home economics | Cooking Meat preparation | How to broil a steak 
Sports Winter sports | Skiing Why Igave up skiing 


ACTIVITY 2. Narrowing Topics 

Divide your paper into four columns, and in the way shown above 
narrow four of the following broad subjects. The topic in the last 
column should be limited enough for treatment in 200-500 words. 


1. Health. 2. Journalism. 3. Colonial America. 4. Crime. 5. Natural 
resources. 6. Travel. 7. Charity. 8. Exploration. 9. Television. 10. Art. 
ll. The family. 12. Congress. 13. Plants. 14. War. 15. Medicine. 


REMEMBERING THE READER 


your reader's shoes. In a theme about a skiing ex- 
t to mention Telemarks, gelündesprungs, and 
for you, but will they mean anything to a 
keep the reader in mind. What does he 
ubject? What questions will he want an- 
confuse him? Is he likely to be familiar 
cluded enough details to make the explana- 
Ips to use a diagram, a map, or a chart. 


Put yourself in 
perience, you may wan 
Slalom races — easy words 
nonskier? As you write, 
already know about your 5 
Swered? What points may 
with this term? Have you in 
tion clear? Sometimes it he 


ACTIVITY 3. Remembering Your Reader 
For each of five theme topics you worked with in Activities 1 and 2, 


write five questions that your classmates might ask. 


EXAMPLE 
Subject: How to broil a steak 
t should the broiler be? Should the broiler be greased? 
aw Be о, from the heat should the steak be placed? What seasonings 
should be used? When should the seasonings be added? How long 


should the steak be broiled on each side? 
GATHERING MATERIAL 


Know your subject thoroughly. Secure material by recalling, think- 
and reading. You can write most clearly 


ing, observing, conversing, : 
and effectively about the things you know firsthand. Often, however, 


you will have to supplement your knowledge by conversing and reading, 
If your subject permits, do some original thinking. What do you 
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һа- 
i t are arranged alp 
tion have no call numbers bu ee 
Books ees set of shelves according to the ee E^ 
betically een by the same author are arranged ж нш Mae 
E i he. Four novels y 
title except а, an, or the. t 1 
ope dias this ond The Bridge of San Luis Rey, The Cabala: 
PA judi My Destination, and The Woman of Andros. МЕ 
"Books of individual biography, numbered simply B or E 

rouped together on a Separa : E 
Modius not by author, but according to the name of the perso 
written about. Thus Benjamin Fr: 


ACTIVITY 1, 


iis 


Using the Сага Catalog 
On your own slips of Paper or 
write down the call numb ^ 


er, party games ain 

- What books by the following authors does your library с: 
James Thurber, Lewis Mumford, Robert Frost Stuart Chase ch 
Ambler, Van Wyck Brooks? In which Dewey classification does ea 
book, except fiction, fall? the 

3. Which of the following books are in your library? Copy 

name of the author of each book that 1 
What is the 


also the сај number. 


Abraham Lincoln: TJ he Prairie Years The Letters of Theodore Roosevelt 
Art through the Ages Mister Roberts 

Best Short Stories of O, Henry Myths of Greece and Rome 
Cowboy Songs and Other Frontier Ballads Of Human Bondage 

Florence Nightingale 

The 


te Right Career for You T 
Gathering Storm Sub- Treasury of American Нит 
Kon-Tiki Vogue's Book of Etiquette 
Lee’s Lieutenants £468 fudy in Command Yukon Holiday 


READERS: GUIDE 
The Readers? Guide is an index of ma 


hundred Magazines. It js 


Seah, а 
gazine articles in more than 
Une ang 


Published twice à month from September 18 
I Once a month in July апа August. Every three months kn 
Edition Combining all the issues for that period is published, In Ў 
Summer the paper-bound numbers of a year are cumulated, or о 
bined, and published in a cloth-boung volume. Every three years thes 
annual Volumes are put together into a larger volume. 
52 


USING THE LIBRARY 


a the alphabetical list in the Guide an arti 
‘he Subject and the author’s last name; a shor 
author and the title; and a poem, both und 


cle is entered under both 
t story or a novel, under 
er the author and alpha- 


beti i i 
poma according to the title under Poems. 
ere is an excerpt from the Readers’ Guide. 


SAFETY education 
och shall lead th i i 
NS ae pad ар Б: Robinson. il Na- 
а ошау, not timidity. Н. N. Bundesen. 
sarè ladies Home J 68:211-13 Mr '51 А 
Tell RD, Henry Вата 
A ctor. See issues of Ladies h 
Journal Feb: 1 “= 
SAGENDORPH, Kent pcs 
TR d by the kilowatt. Coronet 29:150-3 


SAGESER, Henry W. 
sani page their colleges. Occupations 29: 
МАКА ееп 
France: desert pilgri e 
заборон ЕРУ Г T Валь 
aigon: new f ion i i 
Dura; new, focus of tension in Asia. Р. 
sa, ordin. il N Y Times Mag p7-0+ Ja I4 '51 


olution! a 10-ft. pl. 1 sail R 

on: а 16-ft. plywood sal ing scow. R. 

ST ACH aM di diags Pop Mech 95:191-9 Mr'51 

st Bacon, $ Francis Bacon, viscount. See 
BERNARD dogs 


o 
unds of mercy. il Coronet 29:124-5 Ja '51 


SALEM, Indiana 
Life goes to a charivari. il Life 30:86-8 Ja 8 
SALERA, Virgil 
Let's bo bold about point four Educa71:281-5 
n 
SALES statistics 
High tide for sa 
ps6 Е 17 '51 
SALES tax 
If sales tax 
F2'51 


les of hard goods. Bsns W 


takes over. il U 8 News 30:54-6 


Should we adopt а national sales tax? Scho- 
lastic 58:9 F 28 '51 
SALESMEN, Traveling. See 


ers 

SALESMEN and salesmanship 

He's after your hot button. W. S. Dutton. 

il Colliers 127:28-9+ Ja 20 '51 

Industrial salesman is Jack-of-all-trades; 
selling Plaskon glue. il Bsns W p54-6 Ja 2 


'51 
Yankee salesmen in King George's court. P. 
Salisbury. Harper 202:92-100 Ja '51 


Commercial travel- 


Demonstrations 
Stanley way of making money. C. Howard. 
il Coronet 29:26-9 Ja "51 


Notice the order of the items in the first entry: 


‘ Зр — Safety education 
* Title of article — “Роос 
oo — B. Robinson 

* Name of the magazine — 


abbreviated. See the key to abbre 


Guide, [I shows that the article ha 
he colon — 39 


olume number, before t 


ona later page.” 
Date — February, 1951. 
I5 given. 


d Il, map, tab, por, diag, OT 
in Ws that the article has ! 
gram, or a bibliography- 


HINTS О 


M you are looking up а CUT 
апа work backward. 
* Find out what current m4 
are in your library, 8° that y 
Want are available. 


Nation’s Business. 


Page number, after the colon — 


Ifa magazine is pu 


г bibliog before the n 
Illustrations, а тар, 


N USING THE READER 
ent topic, begin with th 


s and bound volu 


gazine 
ou will know whether t 


h Shall Lead Them" 


Usually the name is 
viations at the front of the Readers’ 


s illustrations. 


49. A plus sign means “continued 


blished weekly, the day 


ame of the magazine 
a table, a portrait, a 


S' GUIDE 
e latest volumes 


mes of magazines 
he magazines you 
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consider the major evils of modern advertising? How would you cope 
with big-time racketeering? What is your opinion about socialized 
medicine? Here's a word of warning: avoid making general state- 
ments without concrete facts and illustrations to support them. 


ORGANIZING MATERIAL 


Now you're ready to organize your material. 

How do you begin? One good way is to jot down — in any order — 
all the ideas that you think you can use in your theme. Later on you'll 
organize the ideas into an outline. Right now the important thing is 
to start putting your thoughts on paper. 

Suppose you were preparing to write a theme on the chief require- 
en ida good summer camping site. Your jotting paper might look 
Ike this: 


SELECTING A SITE FOR SUMMER CAMPING 


14 PLANNING AND WRITING А THEME 


Main Topics. Look over your list. What are your chief points? 
On which have you most material? Can you combine ideas into one 
main topic? In this way decide what the main topics are and arrange 
them in logical order. 


ACTIVITY 4. Working Up to an Outline 

1 the ideas that come to you on one 
pic you used in Activity 2. Then 
and arrange them in a sensible 


Jot down on a piece of paper al 
9f the following topics or on a to 
decide what the main topics are 
Order. 

1. The ideal week-end guest. 2. Choosing a vocation. 3. Comic books. 
4. A balanced diet. 5. Fraternities and sororities. 6. Inexpensive ways to 
have a good time. 7. Community service. 8. The marking system — good 

10. Planning one's wardrobe. 


Or bad? 9, Writing thank-you notes. 
12. Movie manners. 13. Medicine as a 


11. Making and keeping friends. [ON vi i 
Career. 14. Television (or radio) advertising. 15. Raising an animal for 


exhibition. 
Refer again to your jotting paper. Under which main 


her ideas belong? Have you left out anything? Is 
9 Should any ideas be combined or reworded? 


adding, and arranging, you are ready to write 


Subtopics. 
topics do your ot 
any idea off the subject 
After sorting, discarding, 
a full outline. 

I. Supply of drinking water and firewood — 
A. Pure drinking water from spring or spring-fed lake 
B. Firewood close at hand 
ORGANIZING MATERIAL 15 


Ou cann iN i T icular 
3. If y! subject under a particu 
y ot find references to ou а : 
-I ding, look under related topics. For a paper on pom) 
Ed m in Great Britain" look under both Education an 
uc d Gre 


T i ric. k К dio 
Britain. Fora paper on “The Voice o America” look under Ra 
пат. I Voice of 

broadcasting — Government uses, 


icle i ccuratel 
. If an article interests you, copy a 
E E volume, the pages, and the date. 
5. After listing several references, find th 


permitted to go to the magazine shel 
to a librarian. 


А T Я гаг 
6. If a magazine containing an important article is not in the library, 
copy the reference acc 


iodical in 
urately and try to secure the periodical 
another library, 


y the name of the magazine, 


à a e 
e magazines yourself if you "e 
ves; otherwise hand your slip 


ACTIVITY 2. Using the Readers? Guide "T 
I. Using the Readers? Guide, answer the following ee Ch the 

your answer to 1, 2, 3, and 4 give for each article (1) the author, ( date. 

title, (3) the magazine, (4) the volume, (5) the pages, and (6) the 

1; 


Paper on "Repairs to the White House.” 
2. Where can you find the text 
3, 


s Р r В пе 15 
ge or university you are interested in. If no 

an article on Columbia University, 

5. What are thre 


; n- 
* magazines which reviewed the 1951 motion picture Ko 
Tiki? ? 
j ve 
6. In what magazine was Ogden Nash's poem “This Is My Own, My Nat! 
Tongue" published? 
7. In 1951 Howard 


: " x “Terror 
I He а series of articles entitled “Те 
in Our Cities.” What magazi i 


agazines 
al guidance. In what magaz 


end 
bjects might you find additio 
material? 


2 
> { ibrary? 
П. What current magazines are in your school or town ecd 
What bound magazines are on the shelves? How are they arrang 


REFERENCE BOOKS Р 
Е пс! 
Reference books are usually kept on Open shelves in the a Ап 
room or section of а library. Some you must ask for at the desk. the 
R above the call aumber of a book means that the book is in 
Teference collection and 


May not be taken from the library. 


METHODS ОЕ ALPHABETIZING 


re 
Oks are arranged alphabetically. But there а 
abetizing — 1 


я ord. 
etter by letter and word by wo 


Most reference bo 
two methods of alph 


ЭЗ Use THÈ LIBRARY 


E qute. nie method considers all the letters in the subject re- 
pow of word divisions. It is used by dictionaries, by the Encyclo- 
So d Britannica, and by the Columbia Encyclopedia. The word-by- 

rd method groups together all the subjects with the same first word. 


Iti 
t is used by the Encyclopedia Americana, the Readers’ Guide, and the 


t : 
Срна directory. Before you say, “It isn’t here,” check the alpha- 
ical arrangement of the book. 


LETTER BY LETTER Worp BY WORD 
air air 
airbrush air conditioning 
air conditioning air forces 
aircraft carrier airbrush 


air forces aircraft carrier 


LIST OF USEFUL REFERENCE BOOKS 
ENCYCLOPEDIAS 
Most encyclopedias are kept up to date by yearly supplements. 
Columbia Encyclopedia. One volume. Brief articles. No index. 


Ej AU ; жез 
"cyclopedia ‘Americana. Short, specific articles. Occasional short bibliog- 


pe phies at end of articles. Index in separate volume. Ms 
Yclopaedia Britannica. Scholarly, thorough articles. Excellent bibli- 
ographies at end of articles. Use the separate index volume to look up 


Pu Specific topic under a broad heading. ‚о... | 
coln Library of Essential Information. Material divided into large sections, 
each with its own table of contents. Bibliographies at end of sections. 


General index. 
UNABRIDGED DICTIONARIES 
Funk & Wagnalls New Standard Dictionary- Everything in one alphabetical 
list as far as possible. Tables and foreign words and phrases at end. 
штау, Sir J. A. H., ed. New English Dictionary. Exhaustive and scholarly 
treatment of the derivation, n meaning, and use of 


Nu Known also as the 
ster's New International Dictionary. 
in lower section. Gazetteer and biograp! 


FIRST AID FOR SPEAKERS 


Bender, James F., comp. NBC Handbook of Pronunciation 


Crabb р ў 
‚ George. English Synony mes 
Fernald, kG; English Synonyms and Antonyms sii 
ager's International Thesaurus. Helpful to anyone searcht 
Word to express his idea. 2 
ebster’s ‘Gee of Synonyms. Comprehensive, easy to use. 
IVING MISCELLAN 
Facts. Useful han 
for example, about 
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AND WRITERS 


g for the best 


OUS INFORMATION 


dbook of statistical and mis- 
government, industries, 


ANNUALS G 


World Almanac and Book of 
cellaneous information — 


П. Dry ground with good drainage 
A. High point or rise of land 
1. Not low ground beside lake 
2. Not a hollow or a narrow valley 
B. Smooth surface with slight slope 
III. Freedom from mosquitoes 
A. Good circulation of air 


B. Location away from favorite breeding places: stagnant water, 
swampy land, thick underbrush, dead wood 


Two points which a 


“Six-inch trench around Do you see why? 


ine from a page 

n, you may prefer to work down — that 15, 

you want to discuss and then supply the 

: under each point, For example, if you 

Were planning a composition on the effect of climate on men's lives; 

ints — food, Clothing, shelter, work, and 

creation he main topics of your outline. Or you 

might divide your topic geographically — fri gid zones, temperate zones; 

and torrid zone. Under each topic you would list the details and 
examples that you plan to use in your discussion, 


ACTIVITY 5, Working Down from an Outline 


Decide what m. 
following Subjects 


1. Duties of a Citizen. 2, Famil i bad 

i Е 2 у Christmas. 3. How to break a Е 
оше of rogi а Гое ngu S Shopping оно, А Taking 
Pical fish. 7, The value of 4-H clubs, 8. Safety in the home 


9. A successful part i à "nee 
mins. 13, Inflation’ 14, ке аға 11. Jet propulsion. 12. Vita 


ain topics you would discuss in themes on three of the 


4. Capitalize the first word of ea А id 
ЕЕ c " 
* capitalized in a sentence, htopic and other words that wo 
5. Place a period after each toy; 
s Opi the 
end of a topic unless it is a sentence, number or letter but not at 
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6. Never write а single subtopic — ап A without а B following it, 
ога 1 without a 2 following it. Subtopics are subdivisions. When you 
divide, you have two or more parts. When you would like to write 
One subtopic, (1) join the subtopic to the main topic, (2) omit it, or 
(3) add other subtopics. 


WRONG: 1. Furniture wronG: I. Decorations 


A. Maple A. Framed photographs 
II. Draperies II. Storage space 
A. Flowered chintz A. Deep closet 
RIGHT (JOINED TO MAIN TOPIC): RIGHT (SUBTOPICS ADDED): 
I. Maple furniture I. Decorations 


А. Framed photographs 
B. Travel posters 
II. Storage space 
A. Deep closet 
B. Cedar chest 


II. Flowered chintz draperies 


7. Express all topics of the same rank in similar form. If I is a 
Sentence, II and III should also be sentences; if A is a noun (with or 
Without modifiers), B and C should also be nouns (with or without 
modifiers); if 1 is an infinitive phrase, 2 and 3 should also be infinitive 
Phrases, Sentences make a longer outline but express more definitely 
the important ideas. The sentence outline, too, must be consistent. 
TOPICS PARALLEL — GERUND PHRASES 

Value of Team Sports 
I. Developing a spirit of coopera- 
tion 


TOPICS NOT PARALLEL 


Value of Team Sports 
I. Developing a spirit of coopera- 


tion 
П. To keep in good physical condi- П. Keeping in good physical condi- 
tion tion 
Ш, New friends III. Making new friends 
NOT PARALLEL PARALLEL 
All Infinitives All Gerunds All Nouns 
Purchase To purchase Purchasing Purchase 
Using To use Using © Use _ 
To repair To repair Repairing Repair 


i i i i A short theme 
8. Avoid having a large number of main topics. / 

cannot adequately Буг more than four or five main topics. Test your 
Main topics by asking about each: Is this really one of the important 
divisions of the topic or only a subtopic? 


WHY SHOULD GIRLS TAKE MATHEMATICS? 


LACK OF SUBORDINATION . SUBORDINATION 
1. Running a household I. Running a household 
П. Budgeting A. Budgeting — 
B. Adapting recipes 


Ш. Adapting recipes 
HOW TO OUTLINE 17 


i inners of 
lati sports, laws, armies, navies, schools, colleges, winn 
рае. ndex in front. ее. 
аа ie [ A reference book of world facts and a h y 
Information “© 
of the year. al. Yearly supplement to the Encyclopedia CEA MEAS 
Americana ege rticles on the progress of scientific and industrial ге ace 
ae Eear Book. Happenings of the year in the United States in 
en eo government, and other fields. SR "v 
Britannica Book of the Year. Attractive supplement to у 
$ Britannica. Includes a cumulative index. 


rna- 
New International Year Book. The annual supplement to the New Inte 
tional Encyclopedia. Events of the year. 


; facts 
Statesman's Yearbook. Statistics about the countries of the world and 
about their governments. 


i vern- 

The Congressional Directory, Information about the United hc E^ pinet 
ment, especially Congress, Biographies of Congressmen and o 

officers. Issued for each session of Congress. "s scientific achieve" 
The Progress of Science, A classified record of each year's scientifi 

ments. Biographical sketches. 

Yearbook of the United States D 

tural subjects; 


А ricul- 
epartment of Agriculture. Articles on ag 
Agriculture’s wo 


: ap ent O 
agricultural statistics; report on the Departm 
Tk of the past year. 


BIOGRAPHY 


: ]ume. 
monthly. Cumulated annually in a ken as 
Who from month to month are recog 


Current Biography. Published 
Biographies of the people 
Outstanding personalities, 


А ous 
Dictionary of American Biography. Authoritative biographies of fam 
Americans, No living persons included. 4. Short 
Kunitz, S. J., and Haycraft, Howard, eds. Twentieth Century Authors. 
, biographies and portraits of twentieth century writers. 1 times and 
Lippincott's Pronouncing Biographical Dictionary. People of al ersons. 
nations, and mythological names. Comparatively few living р aphies of 
ebster's Biographical Dictionary. Forty thousand concise biogr ар ciation 
noted men and Women, past and present, of all countries. Pron 
indicated. 
Who's Who in Ameri 


ca. Inform; 
dresses given. Р 


7 Ad- 
ation about notable living Americans. 
ublished еу 


ery other year. 

CHARACTERS AND 

Benét, William Rose, ed. The hy, slangs 

plays, poems, mythology, classics, the Bible, history, geography, 
music, art. Recent and 

Hart, James D., comp. and e, 


ALLUSIONS IN BOOKS 


Walsh, W. s. Handy Book 


i 
H Ї ‘ons, cha 

d of Literary Curiosities, Literary allusions, 
acters in books, and Out-of-th 


QUOTATIONS oetrY 
Bartlett, John. Familiar Quotations. Quotations in both prose and p 
arranged chronologically by author, 
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Hoyt 
yt, 1. К. New Cyclopedia of Practical Quotations. Arranged alpha- 


betically by subject. 


Menck 
cken, H. L. A New Dictionary of Quotations. Arranged alphabetically 


Oxford Dicti 
4 Dictionary of Quotations. Familiar quot 


Steve 
nson, Burton. The Home Book of Quotations. Arranged al 


by subject. 
ations arranged alphabetically 


by author. 
phabetically 


by subject. 


BOOKS ABOUT PLACES 


En , 
үш Britannica World Atlas 
DM s Gazetteer of the World 
m (cNally Commercial Atlas and Marketing Guide 
rs Geographical Dictionary 


AC 
TIVITY 3. Using Reference Books 


Using the reference books list 


ed on pages 55-57, answer the fol- 


low : 
o ing questions. Give definitely (book, volume, and page) the source 
your information. 


1: 
2 
3 
4 


ND 


- Give two interesting facts about the life 


: Finda picture of th 


- Where was Alfred Einstein 


- What is a loblolly boy? z 
* What pude J spit ettled in 1896 at the ins 


- What did Aristotle say 


а was the “mauve decade”? 
at is a “fairy ring"? 


i What is the largest island in the world? 
«Yankee Doodle": 


E : ^ as " 
Xplain the allusion to macaroni 1n these lines from 


Stuck a feather in his hat 
And called it macaroni. 
of Winston Churchill of Great 


Britain, 


- Give ei id. 
ght colorful synonyms of stupid. 
* What kind of signs 2o s following? What does each mean? 


ГА a | © (Gy — 
e Wright brothers’ airplane. 
Who were Sacco and Vanzetti? 
born? 
How is Sault Sainte Marie pronounce 
How many people were killed in automo 
a year or the year before? 

2 
ао Brook E E what time is it in London? 


When it i York Cit 
t in New YOU ys ^n 
ao man should marry — and no man"? 


? 
bile accidents in the United States 


+ Who said. * 
said, *Every WO om 
i : tion to use In a talk on patriotism? 


at is uota 
a good que pi River? 


How long is the MississipP! 
istence of Grover 


e was 5 


Cleveland? 


May compare be correctly used as a noun? 


about justice? 
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9. Avoid overlapping of topics. Decide what basis of division you 
want to follow and then stick to it. 


10. Cover the subject completely. Find subtopics that add up to the 
topic under which they fall. | 
11. Make your headings say somethin 
"Important considerations,” “Introductio 
12. If you find any topics that are not 
Arrangement. 
for the one to foll 


5. Avoid empty topics like 
n," “Conclusion,” “Reasons. 
on the subject, cross them out. 


In a coherent composition each paragraph prepares 
ow. The material is so arranged that the reader is 
led along easily and naturally on his journey to a definite point or con- 
clusion. Four common patterns for the arrangement of material are: 
(1) time order, (2) space order, (3) necessary-facts-first order, and 
(4) order of emphasis — beginning with an important paragraph but 
keeping the best for last. 

If you are writing an explanation of a process— 
cake, driving an automobile 
use the time order. Arran 
the actions, 


making an angel 
» Ог refinishing an old table, for example — 
ge the details in the order you would perform 


ACTIVITY 6. Correcting Faulty Outlines 


What's wrong with the following outlines? 


METHODS ОЕ VENTILATION 
I. Natural ventilation 


A. Seepage of air through cracks and walls 
II. Opening windows 

III. Mechanical ventilation 

IV. Fans 


Air-conditioning equipment 


HOW ТО LEARN THE CRAWL STROKE 
І. The flutter kick 
A. Knees Straight 
II. The arm stroke 
A. Hands cupped 
B. Keep the fingers together, 


C. Synchronizing the kick and the 
III. Breathing arm stroke 


IV. Other kinds of strokes 


MY AUTO 
1. The first seven years of my life 
A. Seattle, Washington 
II. Memories of kindergarten 
HI. Fights with my sister 
IV. My family 
V. Going to school 
VI. Moving to Chicago 


BIOGRAPHY 


PLANNING AND WRITING A THEME 


Kinds of Outlines. А sentence outline (each topic and subtopic a full 
Sentence) is more complete than a topical outline and makes it easier to 
Stick to the subject in the composition. A topical outline is briefer and 
easier to write. A vague or empty outline, so brief as to give little or no 
information about the subject, is neither interesting nor valuable. 


ACTIVITY 7. Outlining a Theme 


_ After assembling a quantity of material on one of the following sub- 
jects or one of the topics on pages 12, 13, and 15, write the outline 
of a theme. Select a subject on which you are an authority or on which 
you can secure accurate, up-to-date information. You will write the 
theme later. Keep all your material. 

1. Civil defense. 2. Memory aids. 3. Fads in food. 4. Are we too 
Psychology-conscious? 5. How to understand modern art. 6. Is a liberal 
arts education unrealistic? 7. Universal military training. 8. Simple home 
experiments in chemistry. 9. The modern electric kitchen versus Grandma’s 
kitchen. 10. The advantages of small-town life. 11. Communism. 12. The 
effects of cigarettes. 13. How Walter Reed conquered yellow fever. 14. Pro- 
bation as a form of crime prevention. 15. Luther Burbank’s miracles with 
plants. 16. Uses of compressed air. 17. Rockets. 18. Erosion carries our 
farms to thesea. 19. First-aid treatment of fractures. 20. Varied-crop versus 
Опе-сгор farming. 21. А recent achievement in aviation. 


WRITING THE THEME 
Introduction. First impressions count. Attract the attention of your 
readers by a challenging beginning in which you prepare them for what 
15 to follow. ; 
Here are six ways of attracting and holding readers as you lead into 


your subject. 
1. Plunge into the middle of a conversation. 

“This looks like a cozy spot," I announced brightly. "Let's pitch our tent 
here," To Steve and me, enthusiastic though unseasoned campers, it seemed 
the ideal camp site: à comfortable hollow in the deep woods, snug and quiet 
under a canopy of thick branches. 

2. Make a startling statement. 


Bei ident of the United States today is a і 2 
Two кур ех Presidents have died in office. A third was stricken while 


in office and never recovered. Even those who survive their terms have their 
lives shortened below the average ѕрап.! — EDGAR ANSEL MOWRER 
3. Surprise your reader with a question which you will proceed to 


answer or explain. 
How would Beethoven h 


4. Present a straightfor 
that you wish to prove. 
1 Reprinted from October, 


virtually a death sentence. 


ave felt about bebop? 
ward statement of your purpose ог the point 


Coronet. Copyright 1948 by Esquire, Inc, 
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1948, 


In a large series of statistics it was shown that length of life was longest 
in nonsmokers, shorter for moderate smokers, and shortest in heavy smokers. 
Although proof is not forthcoming that tobacco shortens life, the statistical 


evidence suggests that such is the case. — FLORENCE L. MEREDITH, Health and 
Fitness * 


5. Tell an incident leading into the topic. 


On April 12, 1950, during the water shorta 


carrying one hundred pounds of dry ice seede 
watershed area. On the ne; 


6. Set up a straw man and knock him down. State an opposing 
theory and disprove it. 
"like gold and diamonds, owes its value 
of the learned eighteenth-century scholar 


teachers and psychologists. Tests have 
shown that people have made more Progress when encouraged for theif 
efforts than when reprimanded for their failures, 


The Opening sentences should be clear to the reader without reference 
to the title of the composition. 
POOR: Leonardo da Vinci’ 


Probably no other ortrai i а josity 
р i ait has а urios. 
as this painting, P excited so much admiration and с 


5 “Mona Lisa” 


RIGHT: Leonardo da Vinci's “Mona Lisa” 
Probably no other 


; 107 Portrait has excited so mu h iration and curiosity 
as Leonardo da Vinci's “Mona Lisa.” ch admiratio 


sidetrack your reader by 
were four-footed land ani f o 
j ;. 5 an interesting fact, but it’s off y 
subject. М Throw out any materia] that does ck directly help you р? 
accomplish your purpose, rectly 
Connectives. The relation between 
ere are five ways to indicate the 


tellin him t Кең whales 
mals, [p hat millions of years ago 


f 
Paragraphs should be made cle? 
Connection, 


* Reprinted by permission of the Publisher. 


> D. C. Heath and Company. 
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^ THEME 


to the preceding 
s of athletics, to 
." makes the 


1. Referring in the first sentence of a paragraph 
paragraph. For example, after discussing the abuse 
begin a new division with the words “The remedy . . 
change of topic immediately evident. 

2. Indicating in the last sentence o 
paragraph. 

3. Repeating at the beginning o 
of the preceding one. 

4. Using connective words and expressions — for example, never- 


ган moreover; also, likewise, besides, however, on the other hand, on 
у отгаг "Ys meanwhile, at the same time, consequently, as а result, for 
5 reason, for instance, next, finally, first, secondly, to the right. 
5. Using a brief transitional paragraph. 
Sad basis of the latest tests of animal intelligence, then, horses don't 
Hats y high in horse sense. But let me ask the psychologists one question: 
you ever talked to my horse? 


f a paragraph the topic of the next 


f a paragraph a word used at the end 


_ Clearness. То make your theme clear (1) select a subject that is 
Suited to your readers; (2) have a full and clear understanding of your 
Subject; (3) use words which your readers will understand; (4) avoid 
Complicated sentences; (5) use examples, illustrations, comparisons, 
Contrasts, figures of speech, word pictures, and anecdotes; and (6) plan 


before writing. 

Emphasis. Obtain emphasis (1) by giving greater space to more im- 
portant material and (2) by putting the main idea in a prominent place. 
Include every detail necessary for clearness, but don’t let details over- 
Shadow your most important ideas. 

Remember that the beginning and the end are the key positions in a 
theme, Save them for the points you particularly want to emphasize. 
Because final impressions last longest, the end of a speech or theme is 
the most emphatic position. 

Conclusion. A short theme doesn't need a lengthy conclusion. To 
make a strong final impressi with a statement of your most 
Important idea, or emphasize ain point in a forceful sentence. 
Don’t bore your reader with mary of your chief points 
Or weaken the effect of your fterthought at 
the end. 3S 

Revision. After you have written your first draft, go over it with a 
fine-tooth comb. 


н 1. Is the theme un " 
ave you left out anything? 
2. ‘Check your trinsitions. Does the theme move smoothly from 


Paragraph to paragraph? | 
3. ІР {һе ‘tse Шеш Have you written а forceful beginning 
and ending? Are your sentences varied? Have you chosen vivid, exact 


Words? 


on, end 
your m 
a routine sum 
theme by tacking on an à 


ified? Have you included any irrelevant material? 
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4. Cross out repetitions and useless words. Look suspiciously at 
every which, that, any, many others, along the lines of, in the field of. " 
5. Check your grammar, spelling, and punctuation. Beon theloo 

out particularly for sentence fragments and run-on sentences. 


Examine carefully the following revision of a paragraph of a theme 
on selecting a good summer camp site. 


When your, ready to make camp, what should you 


ала РА 
look for? First on the list is-supplies, Brinking 


water and fire wood, Though you can't be absolutely 


sure that water is pure without it has been tested, 


water &hat-eomes from a Spring ог, lake that is 


ш — "———— 


Firewood should be plentiful | 
and nearby, 


If you have the choice of pitching your 


tent either besideg a bubbling spring or close to a 


pag 
You can allways walk to the 
м2 


spring when you want a drink, but its no fun to dug- 
-a-let-ef logs a long мау, 


Here is the revised theme, 


Selecting a Site for Summe 
How can you be аше that a summer ca е 
and buggy nightmare? Naturally you can’t foresee every quirk d дай | 
but you can learn the most important requirements of a good camping 5 on "M 
When you're ready to make camp, what should you look for? First ly 
the list are drinking Water and firewood, Though you can’t be absolute a 
Certain that water is pure unless it has been tested, water from a spring by: | 
ood should be plentiful and ei 
Jour tent either beside a bubbling Spr 
or close to a good supply of firewood 


T Camping 


mping trip won't turn into a damP 


Firew, 
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и. у. en and firewood on hand, you're assured of not having to go thirsty 
at a TaN bacon. But you won't enjoy even the tempting smell of bacon 
pie over an open fire if you haven't had a good night's sleep. Before you 
The uU tent, make a careful search for dry ground with good drainage. 
Кра. choice is a high point or rise of land. Though a lakeside is often 
ШЕ of as an ideal location for а camp in summer, sleeping on the low 
ground beside a lake is likely to be a soggy experience. 
Sia To provide for good drainage find a smooth surface with a slight slope. 
quie " ay also from a hollow or a narrow valley, no matter how snug and 
E may look to you after an exhausting hike. If it rains — and unex- 
pected storms are almost routine in the summer — you'll wonder if you've 
pitched your tent in a bathtub by mistake. 
Ha, UAE are pests that can ruin a camping trip. In the mosquito 
ola а probably won't escape ап occasional bite, but the careful choice 
the mping site may prevent a full-scale invasion. If you pick a location 
ы те the circulation of air is good, you may thwart even the most determined 
nosquito. 
а Just as important is avoiding the favorite breeding places of mosquitoes — 
си water, swampy land, thick underbrush, and dead wood. Here 
" Squitoes gather to plot their attacks on your nose, your ear lobes, and your 
mper. If they find out that you're within easy striking distance, you won't 


have a minute's peace. 


With a little forethought roughing it can be fun — and it needn't be rough. 


ACTIVITY 9. Writing a Short Theme 
Write a theme (from 200 to 500 words) based on the outline you pre- 
pared for Activity 7. Write rapidly; revise slowly and carefully. 


ACTIVITY 10. Outlining and Writing Themes 
Choose topics from the following list or from Activities 4 and 7, 
gather material, and write outlines and themes of from 200 to 500 words. 


Revise slowly and carefully. 
distance telephoning. 2. Avoiding 


1. Recent developments in 1018-1514 0 2 
ty. 4, Putting free time to good 


Worry. 3. Racial prejudice in my communi 
use. 5. Getting the mo 6. How 1 am preparing myself for 


my probable vocation. dvertisements. 8. The case against 
antihistamines. 9. Do movies present а false picture of American life? 
10. A cure for the traffic congestion in our city. 11. The work of a forest 
ranger. 12. Systematic versus random reading. 13. The popularity of pic- 
ture magazines. 14. A vital problem of agriculture. 15. Historical land- 
marks in our community. 16. Needed improvements in railroad travel. 
17. Prefabricated homes. 18. The importance of a good night's sleep. 

f the League of Women Voters. 


19. Оша oking. 20. The work of tl 
21. Are gor anion a reliable test of ability? 22. Does America have a 


great living poet? 23. The U.S. Weather Bureau and its work. 24. Pan- 
Americanism — its origins and aims. 


st out of a poem. 
7. Poor taste in à 
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. What is the difference in meanin 


. In photography vat [vet meaning does medium have? 

. In what reference book can one find a portrait of i 2 
. Who are the United States senators оп po Эш 
. What is the greatest depth of the Atlantic 
. Who said, 


. In what state is March 15 a holiday? Why? 
. What is Oscar Hammerstein’s address? 


. Where is Occidental College? Approximately how many students attend 


this college? ` 
g between attempt and endeavor ? 


your state? 
um th of Ocean? 
e true university of these days is a collection of books"? 
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6 SHORT TALKS 


Is it import 
tho portant to be able to make a good speech? - 
ОГА businessmen think so. Every week, a a о А 
criticize sters International, these men practice giving speeches and 
them th each other’s speaking. Business experience has convinced 
irm и skill in public speaking pays off. Not only in industry, but 
the ed the ministry, teaching, politics, and many other vocations 
Fs ity to speak effectively has a definite dollar-and-cents value. 
pu Papeete also has numerous opportunities for public service. 
of law Spunt demands that we learn to speak convincingly in support 
ii. order and democratic institutions and against violence, 
colle nce, corruption, and disloyalty. The leader in high schools 
ge, and public life is usually a forceful speaker. 4 


GATHERING MATERIAL 
mee can you find material? Go to the same sources you used in 
ning a theme: to the library for material in newspapers, maga- 
toa and reference books; to people who can give you accurate, up- 
Obs ate information on your subject; to your own experience and 
E i inp y for anecdotes and human interest stories that will illustrate 
nts and brighten your talk. 
PLANNING YOUR SPEECH 
суз ind every good theme and every good speech is a well-thought- 
is plan. When you are ready to put your ideas in order, review the 
is 'cussion of outlining ОП pages 14-19. Remember that good outlining 
vous good thinking. If you've gathered enough material and thought 
Ur subject through carefully, the outline should come easily. 
READ, OR TALK A SPEECH? 


SHOULD vou MEMORIZE, 
ike good conversation — easy; natural, sincere. 
ins, ad aloud or recite from 
Wore it is better to talk a speech. ize the ideas, not the 
s. Fix the main topics of your outline so thoroughly in your 
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3 WRITING BUSINESS LETTERS 


Help Wanted — “Secretary-steno, capable of composing own corre- 
spondence”; “РегѕопаЫе young woman to handle correspondence and 
interviews"; “Top-notch, willing worker, learn billing and corre- 
spondence"; *'Sales correspondent, young man with technical back- 
ground.” These advertisements from the New York Times echo the cry 
of business executives: “Give us young people who can write good 


letters," 
BUSINESS LETTER FORM 
HEADING 


On stationery with a letterhead just add the date two or three lines 
below the letterhead, 


i Place it flush with the tight margin, center it, 
or begin at the center, 


Lord & Taylor 


FIFTH Avenue 
New Yorn 10. 


May 12, 19— 


> COPLEY pu 


ton 16, Massachusetts 


tamen 


August 22, 19— 
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On stationery without а letterhead — 


1. Include ordinarily in the heading three lines: (1) the street ad- 
dress; (2) the city, zone number, and state; and (3) the date. 

2. Begin about 14 inches from the top of the page for a long letter, 
2 inches for a letter of medium length, and 24 inches for a short 


letter. 


3. Use single spacing. 
4. Do not abbreviate the name of the month. It is better practice 


not to abbreviate the name of the state. 
5. Spell out the name of a numbered street if it is one word and is 


not compounded. 


249 168 Street 
вот 217 East 43 Street or 43d Street 
or Forty-third Street 


150 Fifth Avenue 
270 East Fortieth Street 


6. Do not use a comma at the end of a line. 


INDENTED STYLE 


1388 Main Street 430 S. W. Morrison Street 
Columbia 7, South Carolina Portland 4, Oregon 
January 10, 19— December 21, 19— 


BLOCK STYLE 


INSIDE ADDRESS 


1. Regularly place the name of the addressee and the address at the 
left margin below the date. Use single spacing. А 
2. Write the name of a business firm exactly as it appears on the 
company's letterhead: Graflex, Inc. ; Tiffany & Со.; Swift & Company ; 
Hi $ Company, Inc. . x nc 
et os aes inis ос or indented, їп the heading, inside 
Жеңе The indented style is generally used їп 


address, and envelope address. 


Idom in typed letters. 
be ae eS r iiis — nd cases, Mr., Mrs., or Miss. Ad- 


he Use the ОР Richard Hilton — never as Richard Hilton. Calla 
boy Master. The plural of Mister is Messrs. If you a not know 
Whether a woman is married, use Miss. If the person has a special 
title, use it. For a person with a doctor's degree use Dr. For cabinet 

і | governors, judges, and mayors use 


Officers, senators, congressmen, 


H . 

"S eed as a rule, double titles with a full name. 
Dr. Edward Kearney/ M-P: put The Reverend George D. Hill, D.D. 
Professor David M. Cobb/Ph-B- 
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6. Place a short business title after the name; put a long one on the 
second line. 


Miss Dorothy Shaver, President Мг. George D. Murray 


Lord & Taylor General Sales Manager 
Fifth Avenue and 38 Street Woodbury and Company, Inc. 
New York 18, New York Chadwick Square 


Worcester 5, Massachusetts 


7. When there is no street address, put the state on a separate line. 


Mrs. Raymond Adams 
New Bloomfield 
Pennsylvania 


8. Often in letters to business friends the inside address is placed 
at the left margin below the signature. 


ATTENTION LINE 

Sometimes the write 
wishes it brought to th 
Attention Mr. Eliot Cra 
the same line with it, o 
men. Forthe 


T addresses a business letter to the firm but 
€ attention of an individual. In such a case 
ne is typed two Spaces above the salutation, ОП 
T two spaces below it. The salutation is Gentle- 
Position of the attention line on the envelope see page 31. 


SALUTATION 
1. Correct business salutations are: 


VERY FORMAL Sir: My dear Sir: 

Madam: My dear Madam: 
FORMAL Dear Sir: Gentlemen: 

Dear Madam: Mesdames: or Ladies: 
LESS FORMAL AND 


MORE PERSONAL Dear Mrs, Johnston: Dear Mr. Scott: 

Most correspondents say Dear 
not Dear Sir or Dear Madam, Use 
firm. Dear Sirs is old-fashioned, F 
letter to a government or church о 


; : ficial refer to Webster's New Intel” 
national Dictionary от à business |, 


ish in Acti handbook like Tressler and Lipman $ 
i gd PS < RE ? H utchinson’s Standard Handbook for Sec 
taries, or Doris and Mi ST 5 Complete Secretary's Handbook. 
2. In a typed letter begin th 


| : 5 

: © salutation at the margin two spac® 
below the address. Don’t leave wide Spaces between the parts О 
pen-written letter. 


3. Place a colon after the salutation, 
4. Capitalize the first Word and all nouns. 
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BODY 


he body of the letter two spaces below 


їп а typewritten letter begin t 
ble space between 


the salutation. In a single-spaced letter leave a dou 
ar de E If the inside address is in indented style, the paragraphs are 
"s ented. If the inside address is in block style, the paragraphs may 
I gin at the margin (block style) or be indented (semiblock style). 

n the full block style all parts of the letter, including the date, compli- 


mentary close, and signature, begin at the left margin. 


© LC Smith & Corona 
Typewriters 


Inc 


po 
Ni 


BLOCK: Notice the clean-cut appear ваен 

ance of а block-style letter at the 

left above. The uniform margin is a 

timesayer for the typist. mmu 

SEMIBLOCK: This style, at the right e ARR et 
ed in busi- Sa” шы ыр 


above, which is widely us 
Ness letters, differs from 
Style in only one respect: 
are indented. 
DOUBLE sPACE: SOM 
never send double-spaced letters. 
Other companies use double spacing 


for very short communications like 
t below. 


the example at the righ &r ащ 
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the block 
paragraphs 


e business firms 


j tly where you're going 
i i our speech you'll know exac = 
ра ves abs Since it’s important to get off toa =. E 
aad 10 zh forcefully, memorize the opening and closing sen 
an 
if you like. 


ctice. Buttonhole a member of your family or à 
good friend — someone y 


ou feel easy with — and have him en 

guinea-pig audience, Ask for his honest criticism, and profit ш 

If he obviously isn’t interested in what you're saying, the chanc bably 
your bigger audience Won't be either, Together you can pro 

figure out what the trouble is, — 

ound to listen to you, talk to the cat, a vase of flo tios 

or a bedpost rather than just into the air, The oftener you een їп 

out loud the better. Each time through you'll feel more at заза 
your subject, more accustomed to the sound of your own voice, 


: г 
likely to stumble. Relax. Breathe deeply and steadily. Take you 
time. You Шау even begin to enjoy talking. 


езе are nervous 


n from your Speech. Stand still, one foot A 
comfortable distance diagonally ahead of the other for balance, a h 
let your hands hang easi ides, Relax, but don’t slouch. 
Is your expression grim? ili 


1, 
&- Ifyou look relaxed and cheerfu 
at ease too, 


PAUSES AND CONNECTIVES И 
Turn off your Voice completely when you stop to think, epen 
at the end ofa sentence, Pauses are the punctuation marks of Sp. 
keep them free of urs, When 
Don’t let a Sentence run on interminably with and-and-and. eH 
Startin g new Sentences, avoid Overworking well, why, and, so, and 
ary the connectives. 


«hone 
If you awaken your liste 
ined they'll be ready tO 


give you their whole attention. Begin with a lively and appropriate 

Story, a startling question, an interesting personal experience, а his- 

torical incident, a striking illustration, or a challenging quotation. 

к is the way Dr. Hans Christian Adamson began a lecture on 
akes: 


Ever since they made their appearance in the Garden of Eden snakes 
have probably been libeled more than any other creatures on earth. 
Popular fable has them stealing milk, rolling like hoops, using their tails 
as whips and stingers, and tripping up people by coiling around their 
legs. They are accused of being slimy and of having the hypnotic eye. 
They are said to be wise, to have the speed of chain lightning, and never 
to die until sundown. All of which is perfect nonsense. 


. Conclusion. Your conclusion is the idea your audience will go away 
With. Make it a brief, forceful restatement of your main point. 


EXAMPLE 

The controlled release of atomic energy js the most momentous fact ever 
to confront the human race. Giving man at one and the same time the power 
to destroy himself or to enter into a life of unparalleled abundance, it is either 
the ultimate, grim, sardonic jest of the gods, or the final, great, material 


blessing of God. It’s up to yOu. — WILLIAM R. FOULKES 


KEEPING YOUR AUDIENCE INTERESTED 


еп a baby sitter, you've probably heard an insistent 
Interest in stories develops at an early age — and 
Never wears off. To hold the attention of your audience, illustrate a 
point now and then with an appropriate anecdote or incident. If the 
Story is funny, so much the better; even a speech on a serious topic can 
Stand a touch of humor. Don't, however, drag in a joke just to get a 
laugh. If the story doesn't help to prove a point, it doesn't belong in 
the speech. 


A bl d diagram or sketch, a р 
only MORS the audience but may, better than a hundred 


Words, make the point clear. Because monotony puts E са ы 
Sleep "have a variety of subject matter and vary your de QT А 
thusiasm is contagious. If you are enthusiastic about your subject, 
i i hat you say. 
your c are likely to listen to W i | \ 
Look aey at -— audience. From their poi. с ы 
1 i *re saying. 
able to tell how interested they are 1n what you'r $ a 
i marks to the radiator, the 
vaguely out the window or address all your ret i : 
ili i 1l have а good excuse for 
ceiling, or the floor, Oscar 1n the back row Wi 
not bothering to listen. Pick out people in different e] | ‚зом 
and talk a few sentences to each one — just as you W 
Conversation. 
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«,... Hf you've ever be 
Tell me a story.” 


hotograph, or a model not 


KEEPING YOUR 


E aad u 
Concentrate on getting your ideas across to your audience. If yo 


think about what you are saying and forget about yourself, you'll soon 
get over being nervous. 


OTHER SUGGESTIONS FOR OVERCOMING NERVOUSNESS 


1. Remember that nervousness before a 
ginners and is a good sign. 
respect for your audience, 

2. То cure stage fright, s 


peak at every opportunity. Practice, practice; 
practice. | 
3. Choose a subject in which you are deeply interested. 


4. Prepare your talk thoroughly. Knowing that you have something 
worth saying will give you confidence, 


5. Practice your Speech several times out loud, : 
6. Take several deep breaths just as you go to face the audience. 


r of the audience as а friend; don't be con- 
cerned about the grou 


tybody hears 
hed voice, 


n audience is normal for bes 
It shows that you have a wholesom 


your opening words but don’t 


* s- 
: tons on your coat, They advertise your nervou 
ness and distract the attention of you 
saying, 


10. Don’t exaggerate the importance or the solemnity of the occasion 
Unless your Speech is extraordi 
it, 


d s will soon 
forget all about į inary, most of your hearer: 
+ If topic and occasion 5 | t the 
ea permit, make your audience laugh at the 
beginning of your talk, You don’t have to be screamingly funny: 
most hearers Tespond &ratifyinely even to mild humor or a witticism. 
12. The Psychologist William James says, “To feel brave, act as і 
you were brave,” Pretend that you feel confident, and ie 
Remember that you're not ke 
; probably everyone in у 
he same experience. 


11 


THE SPOKEN WORD 

Short, clipped Sentences are eas 

amples, illustrations, Comparisons 

Vivid. ? 

In your choice of Words 
l. Use action-packed 


5 di- 
: Smotion-packed words. Arouse your au 
ence, 


2. Keep your language off the streets, 
formal speech. 


х- 
Y to listen to and to absorb. ү 
and contrasts help to make a spe 


follow these guides: 


Slang is out of place 1” 
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3. Don’t i 
overpower your audience with technical words and phrases. 


simple, clearly intelligible word. 
. Say what you mean. Use the exact word. 


A" І PERSONALITY IN VOICE 
to Sé eis шеле to a lecturer whose voice almost put you 
on and on — di paa may have been very interesting, but he droned 

ORIS NES 7 on. Aftera while you didn't even try to listen. 
persuasive, vigo тепсе awake and interested by speaking in a friendly, 
Your voice she rous voice. Be enthusiastic about your topic and let 
Pause Dato show that enthusiasm. Vary the rate of your delivery. 
Many веса E a oporna л. emphasize key words. 
Aves 4 сіг opinions of you partly on i 
ле the montone; the meek, Milquémast vene ds Tech bo 

оїсе; the whining, whipped-schoolboy voice. E 


ACTIVITY 1. Making a Speech 


ae phase of your school life for consideration in a speech of 
Bt ш a minutes. - Be specific. Don’t deal in generalities. Select 
you Bion ive, appropriate title. In a single sentence tell exactly what 
Appl ү to accomplish. Stick to this thesis throughout the speech. 
ud the suggestions for organization and delivery learned so far. 
may base your limited subject on one of these broad topics. : 


between th 3, The marking system. 4. Relations 
tional fa ae and the student body. 5. The honor system. 6. Recrea- 
m ities, 7. Sports. 8. Preparation for earning a living. 9. Guidance. 
ог colle ent government. 11. Elections. 12. Relations with other schools 
ties, "a 13. Publications. 14. Traditions. 15. Fraternities and sorori- 
Extracurricular activities. 17. The cafeteria. 18. Assemblies. 


1. HART 
Homework. 2. Examinations. 


ACT 

IVITY 2. Explaining 

Xpla do something Or how to play a game. 

P'ain simply, clearly, completely. If it will help your audience to 
i m, a sketch, or à photograph. 

tion confuses them, their faces 


a 

wil ‘ch your audience; 
l show it, 

ne Article 

recently, give the most im- 

г examples. Boil 


A S 
CTIVITY 3, Summarizing а Magazi 


From a magazine article yOu have read 


o 3 F 
үр tant points and one ОГ two interesting details or © 
Whole thing down to one minute, or at most two minutes. Watch 


© eyes of your classmates to be sure they are getting what you say. 
a eye contact keeps them awake and attentive to what you tell 
Th. Énunciate distinctly and pronounce every word correctly. 
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COMPLIMENTARY CLOSE 
1. Correct complimentary closes are: 


1 
VERY FORMAL — Respectfully yours, Yours respectfully, 


FORMAL Yours truly, Very truly yours, 
LESS FORMAL Sincerely yours, Yours sincerely, 
PERSONAL Cordially yours, 


Cordially, 


2. Begin the complimentary close about halfway across the page, 
capitalize only the first word, and place a comma at the end. 


SIGNATURE 


farther to the right, 
2. Never place Mr, before 


4. A woma 


n writing to 
should be used int 


he reply. 


UNMARRIED WOMAN 


Ure D Chk, OR Anne Ce. 


Miss Anna Clark 
In a letter to an acquaintance Miss is unnecessary, 


MARRIED WOMAN or Wipow 


(А), Van on ро 


Mrs. John Wilson 
Ina Pen-written letter а Second signature is enclosed in parentheses. 


А, р. 
Mo д а.) 


» 5. In а letter from а business firm, if the letterhead does not show 
* Wilter's position, the Signature should make his position clear. 
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Very truly yours, Very truly yours, 


Sb Rea se JL Ragas! 


EB Bartlett 
irector — Office Personnel Director 


IDENTIFICATION LINE AND ENCLOSURES 


ness letter may show who dictated it and 
Correct forms are: 


W. T. Evans:CN 


- For office records a busi 
ho typed it. The typist's initials appear last. 


WTE: сп WTE-N wte/on 


When the dictator’s name is signed to the letter, his initials on the 


identification li ; 3 
identification line are unnecessary and аге often omitted. The typist’s 
oe are useful only to the firm sending the letter. Unless your 
employer prefers otherwise, omit the dictator's initials and type your 


initials on the carbon copy but not on the original. 
If there are enclosures, type at the margin (below the identification 


line if there is one): 
Enclosure—check 


Enc. 2 Enclosures 


Enclosure Enclosure—2 


SECOND PAGE 


The second page of a long letter is on plain pa 

апа quality as the first page- At the top of the pa 

Of the addressee, the page number, and the date. 
June 6, 19— 


ME. Harvey Woolcott—2 


per of the same size 
ge place the name 


The last page should contain at least three lines of the body of the 
below the heading. 


letter, In typewritten letters start four spaces 
т CHART А 
ly typed оп good white paper 84 X 11 
inches. Centered on the pag® it has approximately the same borders 
of white on all sides. The margin at the bottom of a full-page letter 


Should never be less than the side margin. — 
The following chart shows margin settings and spacing for at- 
tractively arranged single-spaced letters on 8$ X 11 inch paper. Fora 
double-spaced letter double the number of words in the letter and then 


use the chart. 
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LETTER LAYOU 


A business letter is ordinari 


SINGLE-SPACED LETTERS 


7 ite Type ‘es between Date 
rds in Bod; Pica Type Elite Type Spaces ‹ 3 
mam Margins Margins and Inside Address 
0-100 23-63 or 20-65 28-74 or 24-78 12-8 
101-200 18-68 or 15-70 — 22.80 or 18-84 8-6 
201-300 13-73 16-86 6-3 


Pica (pi'kà) type is larger than elite, 
typewriter has, count an inch of type. 
inch; elite has 12, 


If you don’t know which ҮҮ 
Pica has 10 characters to t 


LAYOUT OF A BUSINESS LETTER 


m WERE шеваси COMPANY 
k 75 East Wacker Drive, Chicago 1, Illinois o 
2 or 3 spaces 
2 
November 27, 19—— o 
8 to 6 spaces 
R. ү, Cummings, Inc. 
1504 West St. Paul Avenue e 
Я Milwaukee 3, Wisconsin 
9 Attention Ме. быр, Howell udi 
$ Gentlemen. e 
Е Two-paragraph letter of 120 words in 
Semiblock Style with double Spacing between (6) 
E Paragraphs. 
D 
2 7) 
4 Very truly yours, ( 
^ ^p ] (8) 
(0) АС:рЕ Товыркеав e 
UD Ena Vice President 
1. Letterhead 5. Salutati А ition in firm 
2 Date А Body ^5 9. Title or position in 
* Inside 
LA address 7, С 


ompli 10. Identification initials 
i IMentar 
ttention line g. Signature Yclose 1]. Enclosure 


3 
0 WRITING BUSINESS LETTERS 


FOLDING 


For a small envelope (No. 63) fold the bottom of an 8$ x 11 inch 
sheet within a quarter inch of the top edge. Then fold (1) from right 
to left about one third of the width of the sheet and (2) from left to 
right within a quarter inch of the crease on the right. Place the last 
fold in the envelope first with the loose edges up and next to the flap. 


ENVELOPE ADDRESS 


1. Use the same style for the envelope and the return address as 
you used for the inside address. Double space a three-line address. 
Single space an address of four or five lines. 

2. The United States Official Postal Guide asks us to make the work 


of postal clerks easier by placing the state on a separate line and writing 
it out plainly, not abbreviating it. (Some individuals and firms do not 
comply with this request.) Va. and Pa., Md. and Ind., Colo. and Cal., 


Miss. and Minn. are often confused. 
3. Slightly below the middle of the envelope center the name. Al- 


ways use the person’s title, Mr., Mrs., Miss, Dr. Place the zone number 


without punctuation after the name of the city. 
4. Write your name and complete address in the upper left corner 


ofthe envelope. Place the state on the same line with the city. 


BLOCK STYLE 


S 
treet address — 


т 
i 
Name of sender | 
, Stamp 
City and zone number, 
i 
i 


AIR MAIL 
SPECIAL DELIVERY -------- 
REGISTERED 


State 


PERSONAL 

Attention Mr. David Hall 
Care of Miss Jane Baldwin 
Forwarding directions 
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5. The attention line and the care-of line may be placed in the ad- 
dress under the name. 


ACTIVITY 1. Writing Skeleton Letters 


Write the heading, inside a 
and signature of each letter. 
Address the envelope. 


ddress, salutation, complimentary close, 
Indicate enclosures when necessary. 


1. Carl F. Swanson, president of the Clinton 
Street, Maryville, Ohio, writes to M 
Pulaski, Virginia. Print a letterhea 


- Miss Norma Watkins, 1503 North Richland Court, Milwaukee 11, Wis- 
consin, writes to the Book-of-the- 


Month Club, 385 Madison Avenue, 
New York 17, New York. 
3. From your home 


861 Summer Avenu 
Miller. 


Paint & Chemical Co., 13 Fourth 
r. T. E. Merrill, 1004 Prospect Avenue, 


N 


address write to ti 


he Waltham Boiler Corporation, 
e, Newark 4, New J 


ersey, attention of Mr. Charles K. 


BUSINESS LETTER STYLE 
1. Know what you want to 
rule, confi 


POOR: We Wish to acknowled, 
(Isn't it Obvious that the let 
BETTER: A single room 
as you requested in 
3. Cut your word Consumption, When Possible, let one word do the 
work of two or more, 


ge the receipt of your letter of March 13. 
ter was received?) 


has been reserved for you for the night of March 28; 
your letter of March 13. 


always 
both -ef-them- -at-al-times- 
by-means-of- now 
during -the-course-of. -at-the-present-time- 
4n-order to since 
-final completion in-view-of-the-faet-that- 
for -the-purpose-of for 
made-eut of new wool -in-the-ameunt-of- 
for-the-menth-of June if 
may-perhaps- j 

a we have not doubtless 
Past experience 
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; 4. Avoid trite, old-fashioned phrases: “enclosed please find,” “beg 
od “please be advised," "permit me to say," “valued order," 
„ОЁ recent date," “under separate cover," “your esteemed favor," 
contents carefully noted." 
are 
Enclosed herewith-you-will-find- the bulletins you requested in your let 


June I0. 
Of arecent-date. -Ewish-tesay-that 


ter 
I А 
jt was а pleasure to serve youjathis matter, 


Jm р Жу ending, letter with a participial phrase beginning with 
4а с trusting, believing, thanking, от regretting: “thanking you 10 
like tee , hoping to hear from you soon." Old-fashioned closings 
we remain," “and oblige,” and “I am" are not good form. 
End with a few friendly words if you can — for example: 


We hope you will find these books interesting and useful reading. 
fee we regret that we cannot have you as one of our guests, we hope 
you will enjoy the broadcasts as they come to you over the air. 
$ 6. Avoid telegraphic style. Do not omit words needed for clarity, 
Moothness, or courtesy. 


was 


Tams 
gine it due to the beginning of the 


Ir 
71 Sorry about the delay. Rather ima 
ristmas rush. 
‚7. Reword blunt, tactless, sarcastic sentences. Adopt a positive 
ане Avoid negative words like complaint, grievance, trouble, mis- 
ake, 
BLUNT: [ wish to call your attention t 
Vertising done on your program. Д 
courrzous: Your program is generally excellent. I have only one suggestion 
— fewer and shorter commercials. 
r comp 


o the fact that there is too much ad- 


NEGATIVE: We have received you Jaint about the loose caster on the 
P desk chair. 
Osttive: Thank you for reporting the loose са: 
8. Put yourself in the reader’s place. For Гапа we substitute you. 
We-spirit: We take pride in the warm, hospitable atmosphere of our hotel. 
You-spirit: You will find here а warm, hospitable atmosphere. 


WE-spirit: We offer free car storage in our fireproof pareen 
ҮОй-5рцит: You may store your car free of charge in the Ма 


garage. 
9. Iti abbreviations except Mr., Mrs., Messrs., 
Itis peter BONE A. С.О.Р., and several others 


T., St. (Sai AM., Р.М» YM. ‚ап 
listed A де Е use etc. if you can avoid it.. Use symbols 
Only in tabular matter. Write out care of, per cent, feet, inches, degrees, 


тї 
inutes, and seconds. 


ster on the desk chair. 


yfair's fireproof 
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10. Write January 19, not “January 19th” 


” 
or “January nineteenth. 
Use figures also for house numbers and page 


numbers, 


INQUIRIES, REQUESTS, AND RESERVATIONS 


; ; : j 
1. Don’t write for information that you can secure in the pe he 
ask questions calling for long answers, Don't become a pest by wri a 
unnecessary letters of inquiry. Most men whose Opinions are wo 
while are extremely busy. 
2. Make your questions clear. 


е 6 ЕИ А 
information. If you аге making a reservation at a hotel, specify singl 
тоот or double room; with bath 


or without bath; double bed L4 
twin beds; low-priced, medium-priced, or best тоот; date of arrival; 
length of stay. 


3. Explain briefly why you want the information, ikely 
4. Enclose a Stamped, self-addressed envelope unless you are li 
to repay your informant with an order or in some other wa . i 
‚ Be courteous. Do not demand information “by return mail, 


P 156 
“at once,” or “as soon as possible.” Most firms are prompt becau 
Promptness wins friends for a business, 


Give concisely all the necessary 


2021 Stratford Road 


Kansas City 2, Missouri 
October 25, 15.— 


Manager, Muehlebach Hotel 
Baltimore at Twelfth Street 
Kansas City, Missouri 

Dear Sir: 


The Gridiron Club will hola its annual 
banquet on Friday, December 2, About two 
hundred Persons wil] attend. 


Аз chairma, i 

Should like to Tao! hethar yot бовві цве, т 

to the df and can serve nediun-priceq dinner 
m 

If so? will yo ers and guests 

Sample menus an 


The club Will take car of table decora- 
tions and Ha Ser care able de 
will include ks manne of the Program, which 


Sincerely yours, 


Like. Ls teeke 


John Steele 


2. In 
. a letter t ire = 
are open, ids e of admissions of a college ask what scholarships 
tian io Fold, pes examination is required, and if so, when the ree 
RAE alte inta or any available printed information on the subject. 
3. Write to your рш there are for part-time employment. - s 
: Ме St pmapal or dean requesting permission to take a final exami- 
К Me and pt efore it is scheduled. Give an excellent reason 
a hotel there f plan to attend a convention in a nearby cit Write to 
li Won doors ог reservations. Supply necessary details. | 
local radio Siena a to present a scene from a modern play on a 
S scores gram. Request permission from the publisher to broadcast 
CLAIM LETTER 


1. Make 
error is. clear exactly why the goods are not satisfactory or what the 
2. Incl | 
‚ Include all hel ils lik ; : 
identifying а ul details like dates, prices, sizes, trade names, or 
тоны h the adjustment you expect. Ве fair. 
4. Beco emands or expect the impossible. 
the firm is eer and brief, Do not growl or threaten. Assume that 
5. Ifyou 3 and corrects gladly any errors its employees make. 
ave found the company's service efficient in the past, you 


та; Р 
У mention this fact in closing. 


Don’t make un- 


Box 282 
Shreveport 85, Louisiana 


December 3, 


The Handicraft Shop 
ERR Capitol Street 
ichmond 19, Virginia 


Gentlemen: 

On November 3 I, ordered six large white linen 
handkerchiefs, Мо. 352, with the initial S to be 
monogrammed in white. I chose monogram style C, 
pictured in your Christmas catalog. 

In a package delivered today were twelve 
linen handkerchiefs zittn a maroon border, and 
maroon initial, monogrammed in a different style 
from the one I specified. Apparently there has 
been an interchange of addresses. 

By insured arcel post I am returning today 
the incorrect Огйөг. Weil you please Send пе ihe 
the kerohiefs ordered: The handkerchiefs will be 
a Christmas 6. = Af you cannot guarantee deliv- 
ery before December 21, presse cancel my order an 
return my check for $6.50. 

Sincerely yours, 


Jows lee- 


James Lee 
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ACTIVITY 3. Writing Claim Letters 


1. A magazine subscription Ucet by you as oe gift toa friend 

б пе astray. Su necessary Я 1 

2. Le your pes Bill from (Ле ү Store where you have а et 

E count, you were not credited with a payment of $13.69 made a шон! UL 

Writea letter calling attention to themistakeand asking fora secius 

3. You have just received a badminton set from Keen s Sporting ms 
20 Somerset Street, Boston 8, Massachusetts. Two strings of one г 


are broken. The strings of another racket are loose. Write a letter asking 
for an adjustment. 


4. Before you went on a two we 


Papers on your porch. Ina letter 
delivered papers, 


LETTER OF APPLICATION 


Why do many “Help Wanted” adverti | ved 
plications? A broker who advertised for an Office assistant receiv 
seven hundred lette 


TS from high school graduates. It is obviously 
easier to go through seven hundred lette 


TS and to select the best ones for 
interviews than to talk to seven hundred people. The broker comido 
only twenty applicants. Here are some of the reasons for eliminating 
applicants: 


Carelessness — stamp upside down or a 
paper or of lead pencil; 


sements call for written ap- 


skew; use of soiled or ruled 


; lack of uniform Hue 
Поп; failure to center the letter оп the Page; failure to give all th 
information asked for, 

—an 
awkward Englis| 
heading, inside айа 

Poor Judgment = being flippant; 


HOW TO Write A GOOD LETTER OF APPLICATION 
1. In your first Paragraph make с] 


ical 
dered an applicant for the cleric@ 
Бипе. 


ek- 
B's Tribune states that you are pet 
Who can type and answer the 


5 Mornin, 
at figures, 
tions, 
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2. T . . 
e d all the information the employer would 1 
теит for in the advertisement. Include age, exp 
x interview, and telephone 
. Tabulate the names and comp 


an 
d other references. 


4. : 
Do not mention salary unless t 


Salary desired.” 


Э; Р ^ 
Create an interest in yourself. The em 


ener 
gy, and trustworthiness. 


6. А 
Bie good judgment and co 
nts. Be specific. Use your 


ТБ Don’t SAY 
aven’ 
Ven't had any experience. 


I А 
Know I can fill the job. 
Plea: i 
Se get in touch with me at once. 


ERR 
p Rn of secretary 
Nur ан ДЕРШЕ НД 
e. in the Journal 
erence I refer you to 


Iw 
ork . 
ed in an office last summer. 


I ү 

|. ш Benjamin Franklin High 
еп 

Closed please find 


7. Don’t forget to sign yo 


STENO-Typist 
Relieve switchboa 
Bright beginner 
American Т! extile 


mmon sense. 
best English. 


ur letter. 


iketo have. Cover 
erience, references, 


number. 
lete addresses of former employers 


he advertisement reads "State 
ployer is looking for skill, 


Reword blunt, curt 


SAY 


1 am eager to learn all I can about 
purchase orders. 

My training and experience have 
been directed toward a job like this. 

Will you call me — Plaza 9-1964 — 
for an interview? 

a position as secretary 

apply 1 А 

уош advertisement 1n the Journal 

For further information I have per- 


mission to refer you to 
Last summer 1 worked in the billing 


department of F. T. Baker and 

Company. ) 
1 graduated from Benjamin Franklin 

High School 


enclosed is or J am enclosing 


A 
CTIVITY 4. Writing L 


LF 
rom a dai ud ma 
aily newspaper P paste the clipped 


you. A em 
- Apply for the osition- 
woot jee P 
Hint’ an unsolicited 
ms to work. If you 
ormation. 


know 


etters of Application 


LETTER OF AP 


ement that interests 


Wanted advertis 
tisement at the top 


adver! 


rm for which you would 


of application to 2 fi E 
Jetter ү ап opening, tell how you acquired this 
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1875 Putnam Avenue 
Brooklyn 27, New York 
June 25, 19— 


The American Textile Company 
89 Broadway 
New York 18, New York 


Gentlemen: 


Upon reading in today's New York Times your advertisement for 
a Stenographer-typis Š I immediately decided that this is the 
job I have been looking for since graduation —— a job that will 
give me experience in all kinds of office work, 


Here are my qualifications: 


Age: 18 
Experience: Summer of 19--, Stenographer and typist for 
Wellington Sears Company. Supervisor: Mrs, Catherine Stevens. 


School years 19— _ 19—. Student Secretary to Mr. 
head of Secretarial Departm 


John Foerster, 
ent, Richmond Hill High 5 


chool. 

Education: Richmond Hill High School, ranking 

Enrolled in the General Course, 
cts as possible: typewriting, 
» and business English. I can take 
at 120 words a minute, type from Plain copy at 55 words 

‚ and run a mimeograph efficiently. 

lthough my Practice has been limited, a dictaphone, 
e, an electric ty] 


a minute, 
I can operate, a’ 


Pewriter, and а switchboard. 
References: The following People said they would be glad to tell 
rites aed patty and character traits like neatness and 
y. SS Prager is the а gsis 
group of ay Shur irector of the young peop: 
Mrs. Catherine Stevens Miss Louise Prager 
Pier Sears Company 1880 Cypress Avenue 
Tih Street Brooklyn 27, New York 
New York 13, New York 


Mr. John Foerster 

Head of Secretarial Department 
Richmond Hill High School 
Richmond Hill 18 


» New York 
I shall be glad to 


Come for an 
for you. Will you 


interview at any time convenient 
Call me at н 


Egeman 35-4754? 


Sincerely yours, 


Lomas Ре, 


Miss Irma Kaltenbach 
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3. A 

pply for one of the following positions: 
Help Wanted —Male 
ASS'T SHIPPING CLERK 


Good handwriting: 
Some overtime.| 


ASST. BKPR-STENO 


General offi 
алена бс marki good sal & opp 
mee LEVINE CO. КӨТ S35 per week, 40 hours. 
for AUT Promising future} KK500 Times. 
positions HA da to train for tellers'| BOY for farm, interested in natural 
experience pe town savings bank. No] health foods. State Wage and ас- 
benefits, штей, All employee] commodation required, ete. J. Honig, 
starting гү, ing lunches. Liberal] Box 1493T. Wilmington, De 
ness prar ary, depending upon, busi- CLERICAL | assist: 
aero nonce И any, and rapid ad-| work in Wall | 
Go, алу, nnd ere ures, 0. 40 Коши. ЧО? 


Write N li i 
е NN665 Times, giving full partic] Downtown. 
Apprentice in| 


Some experience. 


Шагх, 
CLERICAL ass PHOTOGRAPHER. 
3 Т, assistant, guod ало commercial studio. Advanced ama- 
irt plus overtime, Write full] G233 еа: State age, salary 
miliar with) 


KK Times. 


ЕЕЕ knowled 
'spaper; E 
paper; 5-day week; opportun-|phone and 


T ty RINTING, yng man fa 

of typing for printing ofice routine, handle tele- 
other detail. Oppty sales ог 

Write particulars. Box 


ity for advane 

e cement $37. T 

ые А Row: p BR: ave 

FFICE assistant, for fashion ad-  TGCKROC 

уе А M shion ad 

езтн agency filing, clerical work, Kos Rl ASSISTANT, 

к sood at wet wre er eon, Жүн 

STENOGR ўбзбв Times Cors. State, age, ех perienee, and 
RAPHER, small office will may pO a 


QUNG man, hig 


E 
conside: t small 
onsider beginner for light stenos 
nte, must have good grav 


raph; 1 
у and general office work, 5 days. 


K K229 Times. - 

р| tics; good opportunity, 
TYPIST-CLERK, 5 DAYS matics Reply in own, Барын 
giving full particulars. Y6182 Times. 


ге 

sten = o| YOUNG man; part- 

Oppi Keep orderly rds| or afternoon. ‘Packing & general 

БИРУ ndvcem't. F tol|usefulness | in mercantile | concern, 
VOU St. Mr. Fay. State age & hours available. 95e hour. 
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4 WRITING SOCIAL LETTERS 


The only way to keep distant friends is to write letters. If tege! 
away yourself, you will appreciate hearing from home. You wil in 
that the more frequently you write to à person, the more you will h 
to tell him, 

STATIONERY, INK, MARGINS 
1. White, un 


pale gray, tan, or blue paper. aps with your monogram or a gay 
border, Correspondence cards are sui 


Pages of a long letter j › 2, 3, 4€ 
ort letter use Pages | and 3, 


LETTER FORM 
1. Use the Same style in the letter and on the envelope. The a 
On page 42 is in the indented Style. The block Style is preferred in 
Do not omit your address unless ye 
all nouns. 
4. Correct salutations аге: 
Dear Peter, Dear Mr. Reeves, My dear Molly, 
Dear Aunt Helen, 


Dear Dad, Dearest Mother, 
5. Capitalize onl 


i a 
У the first word in a complimentary close. Place 
comma at the end. 
6. Correct complimentar 
Sincerely yours, 
Your devoted friend, 


Y closes are: 


Affectiona 


tely yours, Your loving sisters 
Cordially 


Jours, Love, 


WRITING SOCIAL LETTERS 


CHATTY, NEWSY LETTER 


Beginning. Start with a catchy sentence. 
соор: The best should be saved till last, but I can't wait. 
INSULTING: I haven't anything else to do, so I thought Га write you. 
DULL: I received your letter. It was good to hear from you. 


I have a job! 


Style. Write the way you talk. Use contractions. Say your friend's 
name as you would in conversation. Be original. Don't affect the 
grand manner or force your humor. 
боор: Well, Jim, I'm glad you have a new car. I showed my Navy cousin 


the picture of your old one. He said you should hoist up the Dog (the 
signal letter D) flag. That means “Steer clear of me. I am maneuvering 


with difficulty." 
FORCED, UNORIGINAL: SO your old buggy has gone the way of all flesh — I 
mean car flesh. Ha! Ha! That old wreck certainly looked like an 


accident going somewhere to happen. 


r friend and tell him what he would like to 
know. Answer his questions. Don't tell him your troubles unless you 
can make a good story out of them. Write entertainingly about two, 
three, or four topics instead of outlining skimpily everything you have 
done, seen, heard, read, and thought since your last letter. 

Goop: My dad left his truck up in the country this summer, and I made good 
use of itasa taxi. The people who were staying at the same farm hired 
me to take them to the beach, the movies, and other places of interest. 
I collected enough in fares to keep the truck in good condition, buy gas, 
and have money for my own use. Business was booming until . . . 

OUTLINE: Last night I went to the club with Annabelle. Are you still in the 
club you joined last year? My little sister has the measles. I hope I 
don't get them again. Next week is Homecoming. 


Content. Think of you 


Never write in anger. Don't be sarcastic unless you are sure the 
person you are writing to will know what you mean. 

Ending. Just Stop. gracefully if you сап. No excuse 15 necessary. 
d letter this is! 
you again? 
e to say, SO TIl close now. 


efu 
But if I didn't write, how would I 


Goop: What a disjointe 
be sure to hear from 
poor: I don't have anything els 
i 7 tes first. Unless you are engaged 

Boy-Girl Etiquette. The boy writes У | 
don’t с eal affectionate letters. Sentimental letters may 
defeat your purpose, and if your interest cools, you may be embarrassed 


later. 
A'Lener Home. 1 you are away — 5 
arents frequently. Save 


just visiting — write your P 
HATTY, NEWSY LETTER 4l 


oing to school, working, or 
them as much worry 


с 


as possible. Don’t complain too strenuously. Satisfy them that you 
are well fed, in good spirits, in good health, with interesting people. 


lav eeke! zho i l void 
Lan bying Ho ДУ rome Lime — Wkad are set 
рем "Y а." lt н 
а Iu me t 
Mos LA ; enge Poe 


PES / 
/ А 
Лаз 


ACTIVITY 1. Writing a Friendly Letter 
To a fri relati i 
the letter € ae UNE Write a chatty, newsy letter. Before mailing 
PY of it to hand to your English teacher. 
4 WRITING SOCIAL LETTERS 


ымы аы 
f. Louk 


92/6 ims d 


A, Cabo FH To 
170 р Жен 8 


SS ЛР 
»- 


LETTERS YOU MUST WRITE 


These situations call for friendly letters: 
Tell ч: Have you received a gift? Write promptly a note of thanks. 
pecifically why the gift pleases you. 
à РЬ. Have you returned from a week end away from home? Within 
ay or two write your hostess a bread-and-butter letter. 
бї 6. Has a friend ог relative won a prize, championship, or medal, 
een promoted? Write a note of congratulation. 
4. Is one of your friends sick? Write a note of good cheer. 
5. Has someone done you а favor? Write a note of appreciation. 
6. Have you received an invitation to a party or club meeting? 


Tite promptly a note of acceptance or regret. 
lost someone dear to him? Write a 


| 7. Has one of your friends 
etter of sympathy. 
We 8. Have you been imp 
rite a note of apology. 
9. Has one of your friends or relatives recently joined the armed 
forces? Write him a friendly, newsy letter. 
10. Has someone written you a note of congr: 


thank him for his good wishes. 


atient, forgetful, thoughtless, rude, unkind? 


atulation? Write to 


INFORMAL NOTES 
tes are: (1) Be sincere; (2) Be 


т all informal no incer 
ke your notes brief, interesting, 


Three guides fo I 
be trite. Ma 


definite; and (3) Don't 
conversational. 

In an informal not 
and day or date placed а 
Sce page 45. 


g may be omitted and the address 


e the heading 
t the end of the letter at the left margin. 
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from the guest’s point of view t 


INVITATION 
Include in an invitation: 


1. Exact information about the Occasion, date, time 
2. A hope that your friend will accept. 
3. A time limit if you have 


, and place. 


опе. Time limits are not only correct; 


sts | hey are highly desirable, 
4. Any directions necessary to hel 


: P your friend to get to your home 
or to the appointed meeting place. 


о 


е ар Enclose a diagram unless your 
explanation is unmistakably clear, 


44 


444 д) Pant, Wed 
New Yee 25, New Yale- 
Май 27, 4 — 
Dean Rat, 
М, TH OX 
2 Ye» Paene. bo true te New Yale bor tha 


WRITING SOCIAL LETTERS 


ACCEPTANCE 


Include: 
asure at being invited, including an en- 
our friend has planned. 


Rather than accept an invitation tentatively, 


i 1. Ап expression of ple 
husiastic word or two about the program y 
2. A definite yes. 
decline it. 
3. A restatement of the date, time, and place. 


{ in accepting (or declining) an invitation. If 
u will be able to accept, send in your regrets 


Above all, be promp 
ess may be able to revise her plans. 


you are not sure that yo 


quickly so that your host 
INFORMAL NOTES 45 


46 


ВЕСВЕТ 
Include: 
1. An expression of gratitude for the invitation 


2. Regret at being unable to accept 
3. A good reason for refusal 


4. A hope to see your friend soon 


WRITING SOCIAL LETTERS 


оп an excursion or hike. Be definite about time and place and give suf- 
ficient details to make the activity sound attractive. 
2. Write an acceptance of one of the invitations suggested in number 1. 
4 In answer to another invitation send your regrets. 
- Invite a friend for a week-end visit. Write his acceptance or regrets. 


BREAD-AND-BUTTER LETTER 


l. Write the day you reach home or the next one. 
2. Write to your friend's mother, your hostess. 


m | 


N.F.D 1 
Майк. Berets М ata 
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ACTIVITY 4. Speaking and Listening 


Speak on one of the following subjects. 
the peel. Enunciate distinctly, 
our best voice. . 
T test ability to listen and 
speeches, call on pupils to retel 
listening test based on what the 


i re 
Hand in your aitline Бе] 
pronounce every word correctly, 


Е г the 
Temember your teacher will, afte 


B ill give & 
1 what the speakers said or will gi 
y said. 


ite television 
1. My favorite newspaper, magazine, or book. 2, My favorite te 


E А ; or hare 
от radio actor. 3. A person who Succeeded in spite of 4 handicap 
Ships. 4. An American hero, 


2 tion. 
5. My favorite hero or heroine pe 
6. Keeping livestock healthy, 7 recent invention or scientific he Unite 
i ods. 9. Military training in t morals: 
States. 10. How Students can improve their Brades. 11. ыо met. 
12. College or a job? 13. The most unforgettable слана, oing t? 
14. A needed educational reform. 15, Are too many young peop 5 Er nar- 
college? 16, Gambling, 17, Juvenile delinquency. `18. The sale 
Cotics to youths, 19. The 


H ovies an 
ment in airplanes. 20. Mov 
morals, 


yous 
will 
probably be long e 


5 enough for you 
body will be in the 


~~ NO preparation, 
birds ears laughter Picnics rs 
breakfast fashions libraries Practicing еер 
buses fireplaces mice Procrastination mene 
cleaning gossip moods quarrels der hones 
clocks habits movies relaxation ae 
dancing hairdos neighbors Saturday moie 
desserts hands noses Selfishness TOL 
GROup DISCUSSION 

One of the earmarks of 

To take an j 


, ideas: 

з а democracy is the free interchange uis the 
ta ntelligent part in a discussion on any subject — fro roë 
Phillies’ chances of winning the National League pennant to the P 


p ас 
you must be able to think straight and b 
nts with fact. 


SIT n 

; S or authoritative Opinions. о А 
Шо will learn to give and take, to win or lose ow 
; 15У, to be tolerant and broad-minded to be critical of your 
thinking as well as of the ү i B n 


hinking of others 


and cons of 5 
UP your stateme 
Soup discussion 


SHORT TALKS 


PREPARING FOR GROUP DISCUSSION 


Choosi " 
osing a Subject. А good subject for discussion should meet 


з tests: 
Соер 
ch T 
dim allenging enough to cause a good argument 
Ts it erences of opinion? 
Is it оз while? 
withi : 
ber in the understanding and ability of the speakers and listeners? 
leri Я T З 
about en ing are First find out what you know and believe 
look at flim, ject. Jot down all your ideas on a piece of paper and 
Subject abo m. Then talk with others about the topic, and if it is а 
Onsult s which articles have been written, search in the library. 
Ne Readers? yos clopedias, the card catalog, the World Almanac, and 
i uide (pages 52-54). Reject material which is not on the 


and bring out 


topic 

. Pr y 

to Eur ns to give examples, facts, and the opinions of authorities 
: your statements. Avoid such meaningless phrases as 


Statisti 
LU cs » M SE 
prove" (what statistics?), “authorities agree" (what author- 


10е59у « 
), "an eminent authority says" (who?). 
ideas and facts are 


Or. s Ч 
Clear рер Your Knowledge. Now that your 
Outline your mind, arrange them in a sensible order by writing an 
* (See pages 14-19 for help.) To avoid awkward pauses, keep 


Your mai 
m SEES А? е pe ip 
ain points in mind during the discussion. 


GUIDES FOR GROUP DISCUSSION 


1 Б : 
d gale an active part in the discussion. Do more than nod your 
I-think-so-too agreement, but don’t monopolize the discussion. 


courage other students to express their ideas. 
* Think straight to logical conclusions. 
1 ae clearly, sincerely, convincingly. 
arri how self-control and courtesy Assu 
ve at the truth; don’t take an I-know- 
- Give facts or the opinions of authorities 
Statements. Quote authorities accurately. 
* Draw from your own experience to support your statements." 
* Stick to the subject. When you speak, concentrate ordinarily 


Опе or two poi 
8. While ydu are speaking, watch your audience for signs of bore- 
™ or inattention. Keep уон audience thinking along with you. 
Whar Listen thoughtfully. When you speak relate your remarks to 
Others have said. Once you fall behind, you may be afraid to 


S 
Peak and, if you speak, may repeat what has been said. 
Be alert to detect weak arguments or errors in fact, but don't 


mi 
ЕК what another speaker says. 
‚ Do not interrupt а speaker. 


12. Show sportsmanship in acce 


Do not mumble or orate. 
me that everyone is trying 
I'm-right attitude. 
on the subject to support 


your 


pting the decision of the group. 
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ACTIVITY 4. Speaking and Listening 


Speak on one of the followin 
the speech. Enunciate distinct} 
use your best voice. 


x s r the 
To test ability to listen and remember your teacher will, afte 


à a] give à 
speeches, call on pupils to retell what the speakers said or will gi 
listening test based on what they said. 


. ore 
g subjects. Hand in your outline реу 
У, pronounce every word correctly, 


1. My favorite newspaper, ma 


A jsion 
gazine, or book. 2, My favorite televi 
or radio actor. 3. A ре 


3 re 
rson who succeeded in spite of a handicap oon 
hero. 5. My favorite hero or heroine of over: 
thy. 7. A recent invention or scientific dise ite 
ods. 9, Military training in bie 
States. 10. How improve their grades, 11, Classroom 
12. College or a 


"ve met 
© most unforgettable character I’ve 
14. A needed educational reform, 15, 


ing tO 
n 
Are too many young people Be Баг 
college? 16, Gambling. 17, Juvenile delinquency. “18, The sale te an 
Set to youths. 19, The latest development in airplanes. 20. Mov! 
morals, 


ver. 
You, perhaps for the class as well. Е 
in the same boat — no preparation 
birds ears 1 i 
j aughter icnics 5 
preakfast fashions libraries Practicing ер 
fi te fireplaces Mice Procrastination mee 
ЧОЕ ines moods quarrels petas 
: abits movies i xd 
dancing hairdos Neighbors oo у 
desserts hands noses selfishness cute 
GROUP DISCUSSION 5 
: дей: 
- One of the earmarks of a democracy is the free interchange arie 
еа е an intelligent Part in iscussion on any subject — from jo 
ы ү үш of winning the National League pennant to the I 
Ss ns of socialism ИУ 9! must be able to think straight and ugh 
M и Statements With facts 9r authoritative opinions, Thro т 
aoe iscussion You will learn to give and take, to win or lose £ n 
thin? > to be tolerant ang broad-mindeq to be critical of your 0 
Mg as well as of the think; í 
Е ng of others, 


SHORT TALKS 


PREPARING FOR GROUP DISCUSSION 


Choosi ; 
ing a Subject. A good subject for discussion should meet 


Tom tests: 
js it interesting? 
cha i 
diffe llenging enough to cause a good argumen! 
s rences of opinion? 5 
me ie while? Р 
ithin Я 
the understanding and ability of the speakers and listeners? 


Gatheri М 
абош ША First find out what you know and believe 
ООК at them ject. Jot down all your ideas on a piece of paper and 
Subject about eg talk with others about the topic, and if it is а 
Onsult the е which articles have been written, search in the library. 
the Readers? уйше the card catalog, the World Almanac, and 
i uide (pages 52-54). Reject material which is not on the 


t and bring out 


topic 

- Pre н 

to Support yo to give examples, facts, and the opinions of authorities 
your statements. Avoid such meaningless phrases as 


statisti 
S. ics » ae 
prove” (what statistics?), «authorities agree" (what author- 


Ше$?), «, i 
DL eman authority says” (who?). 
Clear in zing Your Knowledge. Now that your ideas and facts are 
Outline pi mind, arrange them in а sensible order by writing an 
+ (See pages 14-19 for help.) To avoid awkward pauses, keep 


your 
mai 1 ; 5 А е Б 
п points іп mind during the discussion. 


GUIDES FOR GROUP DISCUSSION 
e discussion. Do more than nod your 


head ; 
ad in т; 
I-think-so-too agreement, but don't monopolize the discussion. 


Neo 
ae other students to express their ideas. 
$ hink straight to logical conclusions. 
ў зра clearly, sincerely, convincingly. Do not mumble or orate. 
о е self-control and courtesy. Assume that everyone is trying 
at the truth; don't take an [-know-I’m-right attitude. 
- Give facts or the opinions of authorities on the subject to support 


omen Quote authorities accurately. 
S raw from your own experience to support уо 
+ Stick to the subject. When you speak, conce 


° 
LING points. 
hile you are spea 


9 Ог inattention. Keep your au 
What Listen thoughtfully. When you speak relate уо k 
Once you fall behind, you may be afraid to 


ыу have said. 
10 nd, if you speak, may repeat what has been said. 1 
Misrep Be alert to detect weak arguments Ог errors in fact, but don’t 
ү еш what another speaker says- 
is Do not interrupt à speaker. í M 
- Show sportsmanship 10 accepting the decision of the group. 
GROUP DISC 


LIB 
Take an active part in th 


Your 
ur statements. 


ntrate ordinarily 


king, watch your audience for signs of bore- 
hinking along with you. 


do 
д dience t 
ur remarks to 
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DUTIES OF THE DISCUSSION LEADER 
A discussion leader has six duties: | agit 
To start the discussion. State the question for discussion, e 


how it has arisen, mention the main points to be discussed. 
To keep the discussion on the subject. 


ы 


ARWN 
4 
о 
8 
© 
5 
Б 
© 
е: 
a 
© 
= 
РА 
ge. 
o 
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on- 
by the speakers and to state апу с 
р. 


ACTIVITY 6. Participating in a Discussion 


Choose a discussion lea : 1 ке уош 
the discussion of опе Ог more of the following topics. Ma 
contribution clear, pointed, j i i 
understanding] 


з ife? 
- Do motion pictures give foreigners a true picture of ae and 
How can a young person gain an understanding of other га 
religions? 
‚ Are comic books 
hat constitutes Success? What 
advertising? Is it a valid one? 


5. Is chivalry dead? Should it be? 
6. Does a liberal ari 


+ lized 
В alize 
1s education Prepare a person for life in an industria 
Society? 
7. How can a Private citizen Work for better 
8. What can a Young person do to develop se 
9. Of what val ivi 
10. Is there too much 
11. Sh 
12. What do I want : Strikes 
13. Good manners in Public. 14, Sensible cating habits. 15. a ward- 
16. Friendship, 17, Smoking, drinking, and necking. 18. Planning ofitable 
robe. 19. Causes of failure in high school and college. 20. The рг 
use of leisure, 


Ne 


Aw 
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/ THE TERM PAPER 


stigation and study of 
time- and effort-saving 
use it for any research 


Most 
many nee projects call for careful inve: 
ary sources. This chapter provides а 


stem 
Paper, Once you learn the system you can 


1 CHOOSING A SUBJECT 
fue ee à subject that demands library research. After all, the pur- 
But if the term paper is to train you in the use of library materials. 
infor ed can brighten your report or make it more meaningful with 
ite fe ion secured from interviews, from pamphlets or booklets you 
do, 9I» Or from your own observation and experience, by all means 
nd arti Or example, to supplement the information you find in books 
Own 8 for a paper on “Operation Ragweed,” find out what your 
and mmunity is doing to get rid of this menace to hay fever sufferers 
Убар aps go опа ragweed-spraying expedition. — To supplement 
try, JOu find in the library about the career of an airline stewardess, 


O arr; 

nang an interview with one. , : Д 

д. © practical. Pick a subject the library has information On. . 

What ick a subject you can han le. You won't be able to explain 

А te can’t understand yourself. і Г 
like t Ick a subject you are already int 

«now something about. 
ee d ough to be handled а 


Pages m subject narrow €? 


erested in or one you wo 


dequately. See 


Term Paper 


on which you would 
will study and 


Ас 
TIVITY 1, Selecting a Topic for Your 


еп] Choose one of the following topics or another 
Working, Decide what phase of the topic you 


Narr 
Ow Е A 
the topic accordingly- 


CHOOSING A SUBJECT 67 


i 28. Allergies 
1. Air safety 19 2 Tm 
сос он 30. The стену ЖЕ 
ri onem in the armed forces 31. Political cartooning 
5, ROTC (or NROTC) 32. Helicopters -— United 
6. Our National Guard 33. ge laborers | 
& D px for peacetime 34. The United States Foreign Ser 
9. The new country of Israel ice 


r ; H res 
10. Lighthouses 35. Censorship of motion pictu 

11. Farm collectivization in Russia 36. Theater-in-the-round 
12. Is our press really free? 37. The American opera 


13. What the UN has accomplished 38, Secondary education in 


Great 
14. Health insurance plans 


Britain | 
15. American folk songs 39. Legalized gambling 
16. The teen-age driver 40. Jazz 


17. Farm subsidies 


18. Attempts to climb Mt. Everest 
19. Tennessee Valley Authority 


20. Cooperative plans in colleges like 


41. The newest wonder drug 
- Schools in Russia ; Р 
43. Thomas Jefferson, invento 


44. Hoover Dam 

tioch 45. Frozen foods 
21. City planning 46. Aptitude tests 
22. Lobbying in Congress 47. The FBI И chanical 
23. Boys Town 48. Business machines — me 
24. Camouflage in wartime brains 
25. Infantile Paralysis 49. Alcoholism 
26. Illegal traffic in Narcotics 50. Equal rights for women 
27. Color television 


Up Cross references i 


n 
helpful, copy the titles of books listed in the bibliography at the € 


of an article. 


Next, go to the card catalo 
in the encyclopedia and othe 
numbers go to th 
A quick glance th 
will help you to esti 
index at the back 
topic, eS 
For up-to-the-minute information consult the Readers’ Guide (pag i 
52-54), the pamphlet апа clipping file, and the New York Times Index 
ап index to articles which have appeared in the Times. 
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If it looks promising, Шер 
me to find the material it contains on Y 


As soon 

Use, identify the pu find a book, an article, or a booklet which you can 
Only one entr е publication on one of your cards. Write in ink. Put 
that you cane оп а source card. Put down complete i i 
Credit for qu have to go back to the library when yo 
again, jot оха ааа facts, and theories. In case you та 
Will see wł wn the call number on the card. Numb 

hy later. Use this form: - Е 


y need a book 
hcard. You 


F AMERICA" 


SOUR 
СЕ С 
ARDS FOR A PAPER ON “THE VOICE О 


Book 
» 6-56 
Thoten: 
oh He очы Slo Goose re, 
маң hEm , AB. 
Фала, Elwa W, “бу 
a Wath, tapaig Degasen d, State putta, 
wt. 23 (Ga, 7, Ao), р. 193106: 


Wada Ath, Overteas Е Sewise- 
Tre бле 


a ог Wold ith 


Маза 
Sazine Article 


Ene 
Yclopedia Article 


ews 
Paper Article 


ACT 
Iv 
ITY 2, Listing Sources 


ur topic and 


"mesi 
list 19 at least five reliable sou 
i :llustrated on this раве. If you 
uate material on your topic or that 
in public library 


e another 


nformation on уо 


ї 
а о i your library hasn't adeq 
ч а bia, books are out, try 
Ubject, nch library. If it 


NOTES 


notes, а gener 
ave, some i 
dea about 


TAKING 


taking 
ou will h 


al account of your 
dea for а possible 


If 
Subj You read first, without 
what material you 


t 
Orga; In an encycl d 
'Panizag clopedia, Y' : 
Will ов of ate paper and some 1 
valuable and what useless. +. EC 
Wotation you do find valuable material — striking facts, statistics, 
Riego 5c mie notes. Take plenty of them. Don't trust your 
s of paper. Put only 


12 
ate 3x5or4X 
n а card. 
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9ne 6 inch cards or sheet 


2. Write оп only one side. 


tes and 
3. Place the topic in the upper left corner. As you ae a in 
write down topics, a rough outline of your paper will begi 

your mind. 

4. To the right of the to 
is the number which 
а card. See page 69, . 

5. At the bottom of the card writ 
found the material. You | 
footnotes. See age 74, Don 

6. Skim ШО the selection. Reread the first paragrap portant 
take notes until you have discovered what you consider the 
facts and ideas, Then begin to take notes. ‘ations, а“ 
€ use of contractions, the standard abbrevia 


as 
x . such 
Our own invention, and mathematical ae ies, ап 
23 запа <. Asa rule, omit articles, connec 
the verb to pe. 

8. Ordinaril 
When yo 


This 
pic write the number of your р es iton 
you assigned to the source when you 


ich you 
e carefully the page on y 
will need this information later 


s om 
Writer's meaning by р ап 
Copy figures accurate 


ce of 
9. When you wish to quote directly a vivid passage or a son mariz 
paragraph so detailed or so technical that it would be hard to sum гот!“ 
take down the author’s exact words, Enclose the passage pe your 
nent quotation marks, which will remind you the language is n 

own. 


$ exac 
If you use a quotation in your Paper, you must give the 
source of the quotati 


-alion іп а footnote See раре 74. aterial 
10. By keeping your topic in mind avoid taking notes on т 

that is off the subject, 

EXAMPLE 


harg 

nced Agoston Rohring, Jr., to death on d ed 
zb eus аш in the words of the court — “to the arian 
States imperialistic radio Which incites to war." Nevertheless, a Hung , 


| 
| 


NOTE 
CARD ON PARAGRAPH 


© 


CIT 
амай ir E slenug toice- 
Wow Butar, Czeck- Wino — 7 үст, 


рч, ут 
2,50 (hung) Crust додо Kapton latning ^ 
+ ш. Фаму : de наа чь 
lis Unik то impi Une Rio whide 
Р intika d wor." 
US. Citizen bace Marck 27 (ше Ме. reposted 
wenyi Va. Spora- H 03 (рат) t бру 


0. ws 


. Thefi ; 
а Free Wond 5 is the number of the source card for the article “Forging 
with a Truth Campaign.” See page 69. 


ACT 

IVITY 3. Taking Notes 
es on the sources you have located in the 
valuable for your report. In your folder, 
together, arranged alphabetically by 


, Take г 

library s accurate, usable not 
envelope o T other material 
sus; P& ог bo 

Ubject matter. x keep your notes 


ORGANIZING YOUR MATERIAL 


R 

е, oe note card and place it in one of two piles: (1) important 

ations: às, topics, and relevant figures, details, quotations, and illus- 

Tlanpe (2) irrelevant and unimportant information. Discard pile 2. 
8e pile 1 in the order you want yo 


Sach po; read. Decide where 
Your гт may be most effectively presented. Don’t be afraid to change 
it ind. All you have to СО at this stage is I 


Own ; ift a note card and put 
Mater, in another place. You will usually find it easy to organize your 
nore wa! if you take leisure title each note card, an 


Суз d limit each 

o rd to its subject. 
ati poe ready to 
The ane your note card 
Outline es of important notes b 
- See “How to Outline 


ly notes, 
ine for your report. If you have 
he outline almost writes itself. 


make an outl 
pics and subtopics in your 


s logically, t 
ecome main to 
," pages 14-19. 


Ас 
on 4. Outlining Your Report 
and han’ the outline of the report for which you have gathe 
and it in with your note cards for checking. 
ORGANIZING YOUR MATERIAL 71 


red material 


EXAMPLE 


THE VOICE OF AMERICA 
I. What the Voice is : 
A. Purpose of the Voice 
B. Network facilities 
1. Transmitters in the United States 
2. Cooperation of foreign networks 


3. Ship-mounted transmitters 
С. Languages 


П. What the Voice says 
A. Emphasis on counterpropaganda 
B. Methods of counterpropaganda 
1. Talks and dramatizations 
2. Comments added to news broadcasts 
C. Other programs 
Ш. Who hears the Voice 
A. Estimates of number of listeners 
B. Evidence of letters to the Voice 
C. Evidence of actions taken against the Voice 
1. Penalties for listening to the Voice 
2. Jamming by Russia and countermeasures 


IV. What the Voice costs and why 


- What the Voice needs — various opinions 


WRITING THE FIRST DRAFT ] 
аск їп 
Have your outline in front of you and your note cards, arranged 
the order of your outli 


people work better by writing slowly, 
working a sentence over four or five t 
sentence. But most people find it b [n 
without paying much attention to anything except getting their ! 
down on paper. { ve it- 
Follow your outline. Change it if you see а way to impro from 
When you wish to include a long quotation or a set of statistics. p 
one of your authorities, don't laboriously copy your note card. Sim 
Clip the note card to the rough draft and go on with your paper- have 
later part of your report comes clear in your mind before you ing: 
Teached the section, take time to put down what you are think! it 
Otherwise you may miss Your best writing. Then go back to your M 
line, . Write as simply and clearly as you can. Compare, illustrat’ 
шн Prove, give specific instances, develop. Whenever you inclu 


al you will have t write down the num 
72. 


cA 5 imes 
revising as they write, HE 
imes before going on to the 


i ible, 
est to write as fast as poss 


О credit in а footnote, 
THE TERM PAPER 


Of the so 
u | 
шош E card and the page of the reference. Save worrying about 
orm until you have revised your paper. 


ACTI 
VITY 5. Writing the First Draft 


Wri 

Give d the first draft of the report for which you 

Notes wi nite facts, examples, and illustrations. 
will be required. 


have been preparing. 
Indicate where foot- 


th REVISING 

Own кы your report you concentrated on getting all your facts 
to fill in thi per or indicating where they belonged. Now you are ready 
cally b ж a and polish this rough сору. Read your report criti- 
Pages 19-20 times, Pay particular attention to your introduction 
Attention br ) In a long report it must not only attract the reader's 
Sure you as make clear to him the general plan of the paper. Be 
your Pon Е given credit for all borrowed material Аз you revise 

t, keep in mind the suggestions on pages 21-22. 


EX 

^MPLE OF REVISION 

THE VOICE OF AMERICA 

‚ Уор uder We Ое 
Dopo М qusgose unin 


proved, th 
^ e 


U s 
nited States Information and. Educational Exchange Act of 


a better understanding 


other countries." (1, p 1) -gnder- 
& On. radio Фос tad day 


AS sends out 3? 


l s 
METRO г: nto promote 


of 
the United States in 


61045 


tws 23 "do ол олма 

tase noroeste ms 

urs and 55 minutes пл, A 

Claude Rains bec ring 4n a-current Broadway play» and 
You aos 

che stra. Rave -SP~ 


Art d 
uro Toscanini and the NBC Symphony OF 


hut, supe lade o rin 


REVISING 73 


ACTIVITY 6. Revising Your Report 


; ? -22 
Following the preceding suggestions and the tips on pages xt if 
revise your report. After one revision read your paper again pee 
necessary, revise again. Read the paper aloud to check the smooth 


iti itici one 
of the sentences and the transitions. Profit by the criticisms of any 
who will read your report or listen to it. 


FOOTNOTES 
You do not have to 


Р y dge 
give credit for facts that are common knowledg 
or for accepted ideas, 


Give credit for: 


1. Material quoted verbatim 

2. Material only slightly reworded 

3. Ideas and opinions definitely borrowed 

4. Facts and figures which may be questioned 


: a 
Wherever there is anything in your paper which might t 
reader to ask *How do you know?" or “Who says so?" insert à тё 
note. Place a number after the borrowed material and give the кю. 
in a footnote at the bottom of the page. If you are referring to a 


ў о 
for the first time, include the author, title of book, publisher, date 
publication, volume, and page numbers. 


ited 
Charles A, Н, Thompson, Overseas Information Service of the Un 
States Government, The Brookings Institution, 1948, р. 1. , 
. the 
A footnote for a magazine article should mention the author; 
title of the article, the magazine, the date, and the page number. 


te 
Foy D. Kohler, “What the Voice of America Does," Department of Sta 
Bulletin, vol. 23 (December 4, 1950), р. 897. 


ег, 
A footnote for a newspaper article gives the name of the newspape” 
the date, the page number, and the column number. 


New York Times, April 6, 1951, Р. 1, col. 2. 


є d to 
An additional quotation from a book or article already referre 
can be acknowledged in this way: 


Kohler, ор. cit., p. 898, ; 
; о 
Ор. cit. (opere citato) means “їп the previously mentioned ee 
article by this author.” If the author of the article to which up 
Teferring is anonymous, you cannot use op. cit. See footnotes 4 
5 on page 77. i ing 
Ibid. (ibidem, meaning “in the same place") is used in referr 
again to the work mentioned in the footnote immediately preceding. 
Ibid., p. 22, 


V нп тв РАРЕВ 


You m: 
may number your footnotes consecutively throughout your 


Teport о . 5 К 
г begin again with number 1 on each page. 


BIBLIOGRAPHY 


A , А 
pedias, — report includes a bibliography — a list of books, encyclo- 
‚ magazines, pamphlets, and newspapers consulted. А bibliog- 


raphy is y; , 
Y is valuable in supporting statements which may be questioned 


апа in direct 
irecting your reader to further information on the subject. 


Worth-while ЪЪ 
ато QU bibliography has complete and accurate information: 
» title, volume, publisher, date, page. 


ACTI 
VITY 7. Preparing a Bibliography 
g the call num- 


Al i 
bers = usus your source cards. Copy them, omittin 
heck ini 5, on a separate sheet of paper to hand in with your report. 
orm with the bibliography on page 78. 
^ FINAL DRA FT 
e t 

€ pages 299-300 for directions for preparing à manuscript. 
ACTI 

VITY 8. Completing the Report 

accurately 


report, type it or copy it 
m of erasures. Proofread 
Remember to leave room 


Retype pages when 
Include 


Af 
nd ne thoroughly revising yout 
inly without blots and with a minimu 


The Voice of America 
One " 
radi h day 37 hours and 5 

е o network sends out eac у 1 i 
Clas analyses, features, and music. Over its air waves Jo Stafford sings, 

Osean; Rains stars in ‘the lay Darkness at Noon, 
Never het conducts the NBC SYmP опу е 
Perat сага one of its programs: The network is DP 
mentes under the Office of International Information | 
Its purpose under the United States ШОР 
ge Act of 1948 is “to promote a better understan 
] tates send direct to 


Thi s 

these a ty-eight short-wave transmi 1 Tangier. 
‘oth doe. elay stations In England, Germany; gier, 
(meee, age or Los pi y The British Broadcasting Company 
B aii, and the ‚ and the Red-White-Red network of 


), the i 
stria French govern? ice of America. Local stations in fifty countries 


Samy th п the use of a 


Exch, ай. 


Sta 
tes in 
ot i i 
her countries. United S 
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{ i unted on a fast ocean-going freighter — began. 
ра сср "At one time it can һер the propaganda effort in 
s күл another try to get the American message to Russia. А 
кок Wome OF America broadcasts in thirty languages and d A 

Ne inute broadcast on Sunday, April 15, 1951, inaugurated a denim ae 
арча the most recent language addition. Other recent uere 
PEE to Portugal in Portuguese and programs to China in the Swa 
m ves that the best way to promote an mo 
ter Russian propaganda. In онаа i 
a attacks the Russian ideas of “class ешш 
police. One very effective series of a ee у 
"Where Are They Now?" The question is directed at men who thoug! 
could get along with the Communists. Here is a sample: 


of Information, the taking over 
finally the control of all Czech 
VOICE OF JAN MASARYK (after 
A VOICE. Where is he now? 

NARRATOR. Dead. By his o; 


i ive. 
each announcement). Live and let liv 
Where is Jan Masaryk? 


wn Һапа.2 


» 
*shirttails 
Another counterpropaganda device consists of comments, or "'shirttals» 
added to news broadcasts 


- Here is the comment on the news of a pes 
peace offensive: “We must ask what sort of peace... After all, ү eace 
» and we don't want that... There is Т р {һе 

ife may no longer be worth living.” 3 Whe: 
USSR reduced Prices, pointi 


ae : were ` 
» pointing out that prices in the United States 


a i ten 
а noted that prices in Russia were still five to 


he United States for the same goods. 
Other Programs tell about Ameri 


à rs these 
Does the Voice of America accomplish its purpose? Who еды: a 
programs? Foy р. Ki Мег, chief of the International Broadcasting Di 
z New York Times, April 6, 1951, р, 1, col 


Si 
ү Voice of America: What It Telis the World,” Time, vol. 22 (May 1, 195 0» 
p. 


Ў Jo Stafford — Нег Songs Upset Joe Stalin,” Collier’s, vol. 127 
1), p. 21. 


THE TERM PAPER 


tential audience of 300,000,000 and a 


of the 
State Department, estimates a po 
nt of all residents 


Teal audi ` 

in БЕ rae 100,000,000. A survey shows that 50 per ce 

ers, 2,500 at re fairly regular listeners. In France there are 

he be E of them regulars." 

Teceives ae кишш of the success of the Voice of America is 
25,000 a month. Here is an example from Germany. 

I wish to inform you 

missions in Russian 

y much to 


4,500,000 listen- 


the letters it 


Havi . 
lis qeu dined returned from Russian captivity, 
language experienced in Russia that your trans 
lien B ү paid attention to and that the Russians like ver, 
Even is pn 
Our cam oe of the Ministry of National Security occupied in 
9 alloc in ue off the prisoners of war whom they are trying at 
men of Pisos er to hear the Voice of America. Next day the party 
they had tol se assured one another that it was a big twaddle what 
old on the Voice of America — but they heard it every one.? 
urveys of listeners and letters 


f the power of the Voice of 
heard. Rumania is sub- 


Inc " : 
from T behind the Iron Curtain, where s 
merica is ^s are impossible, the best evidence o 
Stituting fo the measures taken to prevent its being 
Tom “adic Кыл ШЕ sets dialless loudspeakers to which programs are piped 
. Ofication stations." But there are still 300,000 radio sets in Ru- 

ard do listen to the Voice 

and China heavy fines, 
alties for listening to 
ian court sentenced 


harges of hiding arms and listening 


i erica 
imp; Пегіса.3 In Hungary, Bulgaria, 


e 
Ago 
< SOStO; 8 
10 the Senne Jr. to death on the С 
onuted S nited States imperialis i 
eh zen, i 
ine the daily broadcast.* 


inc + 
etica. 1947 Russia has been jamming ý 
n our y She is spending more money to drown out the Voice than we spend 
Rettin World-wide Voice program. Yet there is evidence that j 
admis; through. In the Soviet magazine Novyi Mir for January 1950 this 
Sion appeared: * ‘The Voice of America’ — to millions of Soviet people 
ies with which the slanderous American radi are аг 
v ave become synonymous ing and provocational fictions. 
the pit Voic i its own tO i i 1 
S dew uera day. It continually changes its 


fre C, itt ; rsa 
Quen, ransmits twenty-four с 5 
Itbro 16У. (Of course this makes it difficult for list fine elec 


тоа, 
Со, dcasts the news in Morse Code, 1 
d by the Russians 50 


~ Ose 
Jam th eside the frequency use : 
€ broadca, 9 оби ithout jamming its OW 

t of the Voice W! out j | 
1 Septe : Senate passed à 000,000 emergency ap 
september 22, 1990, Nop p It costs money t 


Prop; 

TI 5 i 
Ptiation just for the Voice of America. 

» Department of State Bulletin, 

» Department 


these 
No 


1 


Fo 
Me 
: El A Kohler, “What the Voice, Р 
ес . 897. Ў 
з Of Хата W. ы ы үсе World with a Truth Cam 
$ Thet Bulletin, vol. 23 ОШУ 1r 1950), p. 105. ,, 
$ Ваго Voice of America: What It Tells the World,” P- 23. 
Ohie? 2P. cit., p. 105. 
> OD. cit., p. 898. 
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of America Does, 
paign, 


ssian jamming. It costs money to reach the Far 
ыыы Кы. a be heed only on он ad sets. It кат 
и ее the bad atmospherics in Southeast Europe. Ed 
s m languages and programs and to build Ocean-going ec nem 
pa de we want to know that the cost isjustified. The Voice of Amer! i 
has а Gites, Time magazine Suggests that it needs “better writing, sharp 
thinking, and plenty of blue pencils to cut the dull s; 
Wells says that the Voice of America w 
until it "broadcasts the voice of that nat 
of their needs and aspirations.” ? Da 
of the Voice of America is our 


3 Ё do 
the Assistant Secretary of State for Public Affairs, believes that we should 
more: ". . . that the Voice sh 


1950), pp. 103-106. i 
А ертты of State 


tate 
» "What the Voice of America Does," Department of S 
Bulletin, vol. 23 (December 


4, 1950), рр. 896-898. 
New York Times, April 6, 1951, 


Р. 1, col. 2. ited States 
Thompson, Charles A. H., Overseas Information Service of the Unite: 
Government, The Вгоокі 


ngs Institution, 1948, 
“The Voice of America; What It T. 


1, 
ells the World,” Time, vol. 22 (May 
1950), pp. 22-23, 


Sar gad- 
Wells, William W., “The Mumble in the Voice of America," Harper's Mage 
zine, vol. 202 (January, 1951), Pp. 23-27, 


1 “The Voice of America: What It Tells 


the World,” p. 23. 
? William W, Wells, * 


" zine, 
ре Mumble in the Voice of America,” Harper's Maga 
vol. 202 (January, 1951), p. 27. 1950), 
3 “General Sarnoff Meets the Press,” American Mercury, vol. 71 (October, 

p. 417. 


: М tment Of 
* Edward W, Barrett, “U.S, Informational Aims in the Cold War," Departmer 
State Bulletin, vol. 22 (June 19, 1950), p. 993. 
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PART TWO 
* Grammar and Usage 


Ө ТНЕ РАВТ$ ОЁ ТНЕ SENTENCE 


То ү 
TO е P T. ; 
we from your English teacher's criticism of your speaking 
g you must understand the grammatical terms used in re- 


errin 
gto Se 
Of the parts of the sentence. The following 15 a test on the structure 


English sentence. 


TEST 
1A (Diagnostic). Parts of the Simple Sentence 


Co о 
ру the italicized words in a column and number them 1 to 25. 


Th 

en, usi 5 
sed in ‘tee the abbreviations given below, indicate how each word is 
Of the еи Write the abbreviations In а column to the right 


‚— object of preposition 


5.5. — Si 
3 simple subject 04 obje r 
p + — verb io. — indirect object 
ча. — predicate adjective ap. — appositive 
Р.п. — predicate nominative n.a. — nominative of address 
a.o. — adverbial objective 


d.o. — direct object 


1 

Ил " 

2. 44,0 left this pa Jarry? 

s P € Siberian mE say become the basis of а new industry along the 

pee coast of North America, the land т the He UM 
25a J Erie Canal cost a cen and a half a mile. 

Ц through о da hand-knitted scarf. 


OW те a pai igskin gloves an 

pair of pigskin Б ov! ida" e 

€ body of an amoeba is soft and jellylike. 

1 he Mississippi River increases it$ length about 250 fect а year. m 

n 1935 Dwi m D. Eisenhower, as MacArthur 5 chief uu ant, 

8 Bave the Phili x fies its first military academy and developed er p ina 

* 2n Egypt the Nile River furnishes the country with a means О irrigation 
and і А 

9, is a great water highway: $ 
Toward great woe dede crowd grew sleepy and dispersed. 


моо рФ 


1 
1 SUBJECT, PREDICATE, 
^s 
ENTENCE 
i hought. 
A sentence is a groUP of words expressing à complete t g 
һ a roof of thatched straw- 


Robert Burns was born in 4 hut wit 


1 SUBJECT, PREDICATE, AND MODIFIER 


1B PREDICATE VERB 


А ives a 
The predicate verb makes a statement, asks a question, or gives 
command. 


STATEMENT: Greenlanders former! 
ing contests, 


QUESTION: Do you know the form of an outline? 
COMMAND: Study the activities of a spider for five minutes, 


y settled many quarrels by means of sing 


1C SIMPLE SUBJECT 


The simple subject names the person, 
simple subject answers the question 
verb. 


place, or thing spoken of. T 
"Who?" or “What?” before 


Kerry County in Ireland is famed for its lovely lakes and Norman ore 
ings. (What is famed? Kerry County is the subject. A whole na 
one noun.) 
Near the top of the tower of Blarne 
famous Blarney Stone. (What is 
One of my friends will visit Galw 
(One, not friends, answe; 
(You) Tell me about the fi 
ject of an imperative se 


is the 
y Castle in the county of Cork is th 
? Blarney Stone is the subject.) e 
ay, a port near Dublin, this sum! 
ts the question “Who will visit?") m 
ve-day horse show in Dublin. (You is t 
ntence. You is understood.) 


1D MODIFIER 


dria E imit 
A modifier is a word or an expression which is used to clarify or Jim 
the meaning of another word. 


© spotted markings, (Spotted markings means something 
m markings. Spotted modifies markings.) (The 
Layered rocks l are called sedimentary rocks. sn't 
ithout its modifiers — Rocks are called rocks — eed 

make sense Layered and like limestone and coal modify rocks. 


А ийе 
(Women who gush means something 4 


different from women. Who gush is a modifier of women.) 


ТЕ COMPLETE SUBJECT 


The complete subject is the simple subject with its modifiers. 


А ей 
The study of an animal or Plant in the first stages of its development is call 
“embryology.” 


1F COMPLETE PREDICATE 


The complete predicate is the simple predicate with its modifiers and 
t Words that complete its meaning. Words which complete the mea” 
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SUBJECT, PREDICATE, AND MODIFIER 1 


ing ofa v 
erb “ » rt > 
are "completers" or complements.” See numbers 3A-3D 


° 
п pages 88-89. 
The C 
м Сен | were a hardy and warlike people. (The verti 
е k 
the complete subject from the complete predicate. 


cal line separates 
The simple sub- 


ect i Р 
A E once; the verb twice.) 
ills of democracy | can be cured by more democracy. — ALFRED E. 
SMITH == = 
16 
INVERTED ORDER 
е subject, 


When h 

the compl i it i 

i plete pred 

order is inverted. predicate ог part of it is before th 


INVE) 
RTED О Я 
RDER: Throughout English literature run th 


the 
е themes of love of 


Natur Е 
ie сеш justice, and fame. 
fame DER: The themes of love of nature, freedom, justice, and 
run throughout English literature. 


у = 
ERTED ORD 

ORDER: When was “The Star-Spangled Banner 
was written when? 


» written? 


NATU 
RA) == 
L ORDER: “The Star-Spangled Banner” 


it is called an “ехріе- 


erted sentence, 
he subject. 


There is never t 
t satire in Jonathan Swift's 


Wh 

А е А ; 

tive асе introduces an 11У 
Introductory adverb.” 


шу, 
ERTE) 7 
D ORDER: There is vigorous and brillian 


Gulliver = е 
МАТ liver's Travels. (Satire is the subject) . 
brilliant satire | 


URAL 
ORDER: Vigorous and sue 


Gulliyej Travels 


is in Jonathan Swift's 


1H 
SIMPLE SENTENCE 
either or both 


A si ү 
Sy which Pe sentence has one subject and опе , predicate, 
May be ИЙ 
b 9r more mecs with the same verb make a compound subject. 

g fairs of 


fairs grew out of the ancient tradin| 
Eu стщ 


Exposis 
~*Positions and modern 


Eu 
торе and Asia. 
ect make а com- 


p un Ог more predicate verbs with the same subj 
d Predicate, 


Expositi i 
Expositions are always Т! 


n big cities and feature displays of industry, 
AA 


Science, and art. 
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2 THE PARTS OF SPEECH 


: «position lofty 
COMPOUND SUBJECT AND COMPOUND ашаа ee r^ Eo ee often 
towers and huge buildings are erected and, like the Eiffe 


become permanent landmarks. 


PRACTICE 1. Underlining Subjects and Verbs 


r Е іп their 

Copy the following sentences, arranging inverted en a N two 

natural order. Then draw one line under the simple E from the 
lines under the predicate verb, Separate the complete subje 


Е і he verb 
complete predicate with a vertical line. Place all modifiers of th 
after the vertical line. 


EXAMPLES 


" Wing 
4. Like the beating wings of a captive bird were the hands of W 
Biddlebaum, е ings of a cap- 
The hands of Wing Biddlebaum | were like the beating wings 
tive bird, 


$ " t. 
b. This year come with us to our cottage in North Hero, Vermon 


К is year. 
(You) | Come with us to our cottage in North Hero, Vermont, this y 
== | каше B 


- What makes the Brass green? 


1 hyll. 
2. For an answer to this question read these sentences about chlorophy 
J; This substance is the green pigment in plants. T 

4. During the day chlorophyll bodies absorb light rays from the sun. 

5 


{ ugar 
‚ By means of this energy water and air in the plant are changed to 505 
and starch. 


t dis- 
а few years ago came news of a grea 
covery. 


10, In many serious cases chloro 
11. In no case has it caused irrit 
12. Thus chlorophyll һе: 


phyll checks the spread of infections. 
ation of the tissues. 
als and nourishes man. 


2 THE PARTS OF SPEECH 
2A NOUN 
A noun is a name. Nouns name: 
К " T " ег, 
a. Persons, animals, places, things — Ted Williams, tiger, Manchestels 
tractor sla 
b. Collections or groups of persons, animals, or things — navy, legis: Te 
ture, team, society, audience, crowd, regiment, flock, class. These а 
collective nouns. 
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THE PARTS OF SPEECH 2 


courage, honesty, 


s — modesty, 
These are 


© а. 

+ Qu T : 

үр шаш, actions, and idea: 
, beauty, poverty, sincerity, progr Я f 

abstract noni , poverty, sincerity, Progress, time, width. 


Union of South Africa, A Tale 


A name lik 
m eG B 1S 
1 eorge ernara haw, 
r noun, not 


Two Citi 
Iti н DC ; 
amoun wi es, or North America 15 considered one name 0 
with a modifier. 


28 PRONOUN 


Apr 
onoun i А 
Pronoun un is a word used instead of a noun. The noun 
stands is its antecedent. 


for which the 


This and whom 


odel for my sketch. ( 
e name of the 


This i А 
is the girl whom I used as a т 
are used instead of th 


ref 
ег to the noun girl. I and my 


refi 
ith Air 2 
п and me as cheerleaders what can our team do but win? 


2с 
SS OSTANTIVE 
Sub NES 
?Stantive is a convenient general ferm including any word or word 


ou 
P used as a noun. 


The 
LE should help the weak. А 
ding horseback is my favorite pastime. (Riding horseback is the sub- 
Ject of is.) 
(To climb in through the 


err . Я 
У tried го climb in through the window. 
ied.) 


wi, ; 

к” is the direct object ОЁ! ү 
erlock Holmes concluded that the man knew nothing about the stolen 
Jewel. (The italicized clause is the direct object of concluded.) 


2 

D VERB 

query гй which make statements about persons, places, Or things, ask 
he i tons, or give commands are verbs. Three forms of the verb — 
ас. finitive, the participle and the gerun — do not make statements, 
me, 94651 $ the ратору e “boys yelling like wil 
enisstions, or give commande апа. “ lled like wild 
does not state, ask, OT command. The boys Ye 


m 
STAT akes a statement. 
MENT: А 
ENT: The weeping willow 


QUrs 

TION + 

Co N: Wh ? 

MAND: at goes UP the с " 
ND: Take your partne and dos-à-dos- 


men» 
keeps its foliage well into the fall. 


AUXILI ARY ; | 
ask а question, or give 


An auxili 
a Commana Y helps 2 verb to ma 


ke a statement, 


t 
Marcelle’s friend must surely have gone home by now. (Must and have 


a sts 
Te auxiliaries.) 
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Ф THE PARTS OF SPEECH 


А уе. 
The auxiliaries are: is, be, ат, are, was, were, been, being, pas na 
had, do, does, did, may, can, might, could, must, shall, will, should, 
would. 


2F ADJECTIVE 


An adjective is a word that modifies or describes a noun or pronoun. 


4 "n + 925 €€ t 
An adjective usually answers one of these questions: “Which?” “Wha 
kind of?” "How many?” “How much?” 


Which? What kind of? What kind of? 
That huge fish in the framed 
(That and huge modify fish. 
five modifies minutes.) 


How many? , 
es. 
snapshot fought for forty-five minut 


The and framed modify snapshot. Forty- 


A, an, 


кыз ей 
and the, the most common adjectives, are also call 
“articles,” 


2G ADVERB 


An adverb is a w 
Adverbs commonly 
and “How much?” 


Я — rb. 
ord that modifies a verb, an adjective, or an бү ег 
answer the questions When?" “Where?” “How? 


How? Where? How? How? кей 
Тһе extremely alert watchdog leaped up very quickly and bark 
ow? 


5 ickly 
ferociously, (Extremely modifies the adjective alert. Up and quas 
modify the verb leaped. Very modifies the adverb quickly. Feroc! 
modifies the verb barked.) 


Although many adverbs end in ly, do not make the mistake of calling 


«ty, for 
all /y words adverbs, Friendly, lonely, lovely, lowly, and kindly, fo 


; d n 
instance, are adjectives. There are also many adverbs that do not € 
in ly: rather, too, very, then, 


2H PREPOSITION 


ive t0 
À preposition is a word used to show the relation of a substantive : 
another word. rk 
Children under sixteen may appear in theatrical productions in peu n 
City only with the approval of the mayor. (Under shows the ss ear 
between sixteen and children; in, between productions and may ар D oval 
in, between New York City and productions; with, between арр 
and may appear; and of, between mayor and approval.) 


21 OBJECT OF PREPOSITION 


stion. 
The substantive following a Preposition is the object of the preposit! 


Before starting down the ski ju 


i tiny 
mp Penny caught a glimpse of the 
figures at the end of the slope. A 
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THE PARTS OF SPEECH 9 


2) р 
REPOSITIONAL PHRASE 


A pre sae 
s posit: " к: 
Modifiers, ional phrase is a preposition and its 0 


bject, with or without 


(At the 
a А 
(of сд) OI eighty-three) Arturo Toscanini made а six-week tour 
preposition one cities) (with the NBC Symphony Orchestra). (Each 
" nal phrase is enclosed in parentheses. 
Prepositi ; 
m Pron i тш phrase can act like ап adjective in modifying а noun 
Verb, ike an adverb in modifying а verb, an adjective, or an 
her wanes ar Ghee adj === 
in, E ы R ата TE 
MN gs (of the red-wing blackbird) look (like the epaulets) (of à 
ler's uni = 9 Tn 
phrase ыш (The arrows indicate what word each prepositional 


PRA 
CTI 
CE 2. Recognizing Parts of Speech 


Co 
you ойды following sentences, 1 
twice, үү _ Underline the simple subj 
Nelose un adj. over every adjective and 4 
Prepositional phrases in parentheses. 


EXAMPLE 


eaving а blank line after each line 
ect once and the predicate verb 
dy. over every adverb. 


аду, 
Here is th) adj. adj. 
is the story (of the Kildare роока). 
AN IRISH LEGEND 


1 
ЎА 
$ In e is a mischievous Irish goblin in the form of a hors". 
i Sudan house near Dublin а scullery boy slept on the. T 
4 the kite E the squeak of an opening door and the trampling of hoofs 0n 
SEE Бе en floor awoke him. : 
ere oue boy peeped out from his corner. 
6. Object efore the fire was а yawnin pooka with 
- With of with is compound.) 
7 пасо ae hoof the 
g What шешу р him m EO 
e frightenin: ^ 
Almost immediately the pooka brought the Kettle 
D 7А um and spoon in sight. ү, MUT 
INO d melee и nem Jeft his work for the pooka. . 
On the ays every lazy Servant, е servant boys in the house waite dup 
and SEES third visit E Sit for his efforts (Goblin’s modifies 
Visit.) arded him with а V^ 


and a tail. (The 


the boy tO his feet and then 


long eats 


wn again- 
to a boil and washed 


there again. 


~ Afi 
ter that night the олет 
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2K CONJUNCTION 
A conjunction connects words or groups of words. А 
е: 
һе humidity in Arizona is so low that even when the mercury rang 
i: berum 100° and 110° there is little discomfort. 
And, but, or, and nor are called coordinate conjunctions. 


ign; 
Father and Gary sang their duet but were off key. (And = a plus sig} 
but — a minus sign.) 


3 "ж rna- 
I shall go to the concert or give Marie my ticket. (Or indicates an alte 


tive.) | А , fish- 
Dad didn't laugh at the тір in his trousers, nor did he relish having Aion 
hook caught in them. (Nor is used with neither or another neg 


2L CORRELATIVE nd; 
А ‚ апа; 
Conjunctions used in pairs are called correlatives: both . - 
either . . . or; neither... nor; not only . . . but also. 
Both hemlock and yew can be sheared and shaped. 


2M INTERJECTION 


or 
An interjection is a word or form of speech that expresses strong 
sudden feeling. It has n 


: T _ est of the 
О grammatical connection with the г 
sentence, 


Hooray! A home run! 
What! Did Miss Thompson Say that? 


2N A WORD AS DIFFERENT PARTS 


tion 
To find the part of speech of a word, always ask yourself the m. ed 
“What does the word do in the sentence?” Some words may be 
as a number of different parts of speech, 


OF SPEECH 


Parts of Speech 
Verb 
Noun, pronoun 


Functions of Words 


Statement, question, or command 

— subject, object of preposition, 
completer of verb 

— modifiers 

— connectives 

— strong feeling 


ГЕ? р ifies ri 
ADJECTIVE: That river is threatening to overflow its banks. (ыб. i) 
PRONOUN: That is the famous Plymouth Rock. (Subject of t " (Conn ects 
CONJUNCTION: It was so cold that icicles formed in Ivan’s beard. i 
two groups of words) dn't£ 
ADVERB: Some of the boys hiked to Garden City, but most of us di 
that Тат. (Modifies the adverb far) 


Adjective, adverb 


Preposition, conjunction 
Interjection 


yer) 
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OTHER 
IMPORTANT PARTS OF THE SIMPLE SENTENCE 3 


NOUN: Т) 
: That is А 
а versatile word. (In this way any word can be used as а 


noun.) 


PRACT 
1С ; 

E 3. Using а Word as Different Parts of Speech 
f the following words as the 


Writ " 
Й е sentences in which you изе each о 
Consult a good dictionary 


ifferent в 
wh parts of speech Р 
еп you need hele. named after it. 


- after — P 
both — рео», conjunction, adjective, adverb 
кйсй. ni snm pronoun, conjunction 
- effect — adverb, adjective, preposition, 
lead noun, verb 
« like age noun, verb, adjective 
L slow RED; noun, preposition 
ete adjective, adverb, verb 
. this — noun, adjective 
A ee qr pronoun 
p What а adjective, adverb, interjection 
+ Wrong — jective, pronoun, interjection 
noun, adjective, verb 


PRA 
(6 
а 4. Parts of Speech 
Py the following sentences, leaving a blan 


noun, verb 


© созсо 5 ом = 


к line after each line 
de, tell what part of 


You 
W: 
Deech e Then, using the following number co 
ach word is. Write the number above the word. 
зеце 41 verb — 4 reposition — 6 
Pronoun — 2 adverb — 5 conjunction — 7 
1 adjective — 3 
avers, 120k at Chile on the тар. з, with a length of 2900 miles and an 
Side SC Width of 100 miles it resembles a long thin sliver of wood on one 
By Geographically Chile may be 
f the north 


a Of 1 
divideq the South American continent. ^, 
Coppe into three main regions... ^* he arid Atacama Desert of the пог 
аге sand nitrates are found 5. The central valleys. with their fertile soil, 
oun.) agricultural and industrial centers of the country. (7 
са 6. The extreme southern section, WOO ed and mountainou 
is located Punta Arenas, t 
s to Chile, 


argel 

ег yu s 

à posed is fate the difficulty of xp 
the Andes, the country 


+ Ost с; А. 
Һе city in the world. ©. 
or by lan. SS 
The two words 


y sea 
around Cape orn use of an 
pe P pendence: because of are 


rrain have 


€velo 

Sed Ped in isolation and 1" г 
ting e n soil and mo 

aught рте preposition.) ?- The bere ood. moV Tese people str ПР 
) 


the Chi 
ileans stern 16550 i 
ature on her own terms- (Her is à pronoun. 
HE SIMPLE SE 


3 
от A 
HER IMPORTANT pARTS OF T 
а predicate verb as a back- 
may have also as 


NTENCE 


E 
bo very sente nda p 
nce has а SU 
re attached. A sentence 


De to^ wr: 
© which modifiers # 
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3 OTHER IMPORTANT PARTS OF THE SIMPLE SENTENCE 


leter of the verb, Four 
is backbone a complement or comp с вй 
finds tf лез are the predicate adjective, the predicate потіпа 
tive, the direct object, and the indirect object. 


3A PREDICATE ADJECTIVE 


A predicate adjective completes the predicate and describes the 
subject. 


a hs. oe 
After the rainstorm I was wer and bedraggled. 
CC | 
The trip sounds hazardous. 


3B PREDICATE NOMINATIVE 


A predicate nominative is 


a substantive that completes the predicate 
and explains or renames the 5 


й H . ч t 
ubject. The predicate nominative, poe 
with a negative, denotes the same person, place, or thing as the subject. 

The red Snapper, tarpon, snook, and sailfish are some of the tropic $ 


finest game fish. (red snapper, tarpon, snook, and sailfish — some) 
Don and I are not members 


i о 
= of the yearbook committee. (Don and Id 
not = members) 


PRACTICE 5. Using Predicate Adjectives and Predicate Nomina- 
tives 


„Put each of the following verbs into a sentence with a predicate 
adjective or predicate nominative. Label each completer р.а. or р.!!. 
appeared felt 


looked smelled tasted 
became is seemed sounded were 


3C DIRECT OBJECT 


A direct object is a substantive that completes the predicate eni 
names the receiver or the product of the action. If the subject acts, the 
noun or pronoun which answers the question “What?” or NODE 
after the verb is the direct object of the verb, The verb to be nev 
takes an object. 


да А ; The 
In Hawaii Dr. Lee took my cousin and me to an autumn festival. С 
compound 


2") 
5 Heer m: 

und object, cousin and me, answers the question “Тоок who: 

In the Middl 


«ead 
€ Ages only the royal family ate fresh-baked bread. (Bre 
answers the question “Ate what?") 


3D INDIRECT OBJECT 


г 
An indirect object is а noun or pronoun that tells to or for mhon Os 
What) something is done. An indirect object is regularly followed by 
direct Object. 


88: DEE) PARTS. OF THE SENTENCE 


о 
THER IMPORTANT PARTS OF THE SIMPLE SENTENCE 3 


The sun: 
set gave the desert a burning hue. (Desert answers the question 


1 “Gave to what?") 
po Dennis and me plenty of banana cream pie. 
е question “Save for whom?") 


(Dennis and me answer 


- 


SE ADVERBIAL OBJECTIVE 
An . H "n . 
E E objective is a noun used like an adverb. An adverbial 
usually indicates distance, time, weight, or value. 


Th ; 
ree or four feet from Slim’s leather boot lay the coiled rattlesnake. 


et answers the question “How far?”) 
Rd spring male members of the deer family shed their antlers. (Spring 
swers the question *When?") 
les wide across Panama. 


The A З 
( (Prem Zone is a strip of territory ten mil 
iles answers the question “How wide?") 


ЗЕ APPOSITIVE 


d appositive is a word or expre 

never с ollows and which names the s 
T completes a predicate as the predicate nominative does. 

he southeastern coastal strip of Alaska, 


ssion which explains the noun or pro- 
ame person ог thing. An appositive 


In midsummer at Sitka, a fo” ont 
ыз is по darkness. (Sitka = town) 
principal industries of Juneau, the capital al 
are mining, fishing, and lumbering. 


nd largest city of Alaska, 


ate nominative are similar. The differ- 


An appositive and a predic 
емее ther a var and a pr omin: 5 > dif 
~~ 18 that a v atg the subject and the predicate nominative, 
& vo MM | ily and is generally set off by 


Пе an YN 
со appositive follows à Wold 7 
mmas. In the sentence above, mining, fishing, and lumbering are 
d with the subject by аге. Capital an 


Predi 

Tedic the. 

city hri. nominatives, connected W 
In apposition with Juneau. 


3G 
NOMINATIVE OF ADDRESS C 
A nominative of address is the name of the person spoken E Mi 
itioni iss Hodges 
Mr. Stanton, when vill air conditionin g 
67 
а few weeks, Miss Mason. 

ronoun with а participle 

E nection with the 


зң 
Nominative ABSOLUTE 
atical co 


A nomi ists of a 0! 
minati Jute consis! 
tive abso Tt has no gram 


ех 
ей or understoo® 
Of the sentence. j with both hands, his glove 
On the m b nervously rubbed the ball w! 
ound Bo his left wrist. 
p SENTENCE 89 


dangling loosely 17 О 


E 
3 OTHER IMPORTANT PARTS OF THE SIMPLE SENTENC 


The 
About six o'clock we reached the dock, our boat half full of water. ( 
ou 


participle being is understood.) 


PRACTICE 6. Recognizing the Parts of the Simple Sentence 


i 3 ence 
On your answer paper write on every other line. In each sent 


т i i nd write V. 
copy the subject and write s.s. above it, Copy also the verb ar 


italici i i these 
aboveit. Then copy every italicized word and write above it one of 
abbreviations: 


N 


90 


- The Philippine Isl 
. From the northernmo 
- On the west only the China Se: 
- The Philippine Islands 


: Mindanao, a large island below 


- In 1898 Admiral George De 


. The Indonesians, former! 
- High on the steep mount 
- The average Filipino, a 
. In the Philippines, chy 


- Of the eight distinct lan 


р.а. — predicate adjective 
p-n. — predicate nominative 
d.o. — direct object 


9.p. — object of preposition 


i.o. — indirect object 
ap. — appositive — — 
а.о. — adverbial objective 


В ther 
ands lie 7500 miles from the United States on the о 
side of the earth, 


Р sixty- 
st island on a clear day one can see Formosa 
five miles away. 


ы tes 
а, several hundred miles wide, separa 
the Philippine Islands from French Indochina. 


400 

are a group of 7083 islands with an area of 114 

Square miles, ш l^ 
the typhoon belt, has abundant iron, 

and other 


ry па 0) 
minerals, and is Sometimes called “The Philippine La 
Promise.” (А title is one name.) 

Off this isla 


nd the water is 35,400 feet deep. 


are 
Zamboanga, the largest city in the world, covers an area of 1124 squ 
miles, 


vite 
Wey destroyed the Spanish fleet off Ca 
eight miles southwest of Manila. 


"anium. uas 
МШЕ a the аата ‘the fuzzy-haired “9 
are true pygmies, у. head-hunters, are | зеце by | i 
ait peaks ceased fite fields of the Igor ‘a 
есеи лвы а rice or sugar Лё і 
і i ice. 
RE E E poe paries are gay ап 


Igorot tribes in the mount: 
are considered engineerin; 
and lives in a small villa 


colorful. 


ue of 
guages and many dialects Tagalog, the tong 


i аге О 
the natives of the Manila region, became in 1937 the official languag 


the Philippine Islands, 


THE PARTS OF THE SENTENCE 


————— - 


PARTICIPLE, GERUND, AND INFINITIVE 4 


18. From 1898 to July 4, 1946, the Philippine Islands were a possession of 
the United States. 

19. The United States has given the Filipinos special aid in their health and 
education programs. 

20. The Filipinos, an intelligent and progressive people, have cut their illiter- 
acy from 80 to 50 per cent in fifty years. (Per cent is one noun.) 

M. Their average height has increased five inches in forty years. 

22. The task of road building is difficult because of the heavy rainfall. 

23. The Philippine Republic is one of the youngest republics in the world. 


TEST 1B (Mastery). Parts of the Simple Sentence 


alicized words in a column and number them 1 to 25. 
bbreviations below, indicate the use in the sentence 
viations in a column to the right of the 


Copy the it 
Then, using the a 
of each word. Write the abbre 
words. 

o.p. — object of preposition 


8.5. — simple subject obje т 
i.o. — indirect object 


у. — verb ct 
р-а. — predicate adjective ap. — appositive 
p.n. — predicate nominative n.a. — nominative of address 
а.о. — adverbial objective 


d.o. — direct object 


1. Archie, a real sailor, was the 

2. The following week the town 
long-stemmed roses. 

3. Give me a boost into the saddle, Uncle John. 

4. In Duluth, Minnesota, temperatures of 36 degrees below zero are not un- 
common. " M y 

5. Is that rambling house a few streets from yours Miss Harding s mansion? 

6. That year Fred composed а fifteen-minute ballet, Pygmalion," and sold 
boilers at the same time. ҮЗЕ d 

7. At the back door was sitting a stray spitz with his nose against the glass 
pane. 

8. Who was cons 


st and ablest member of the crew. 


quicke: 
drove up and handed Sue three dozen 


florist 


idered the best comedian in the year 1951? 


a PARTICIPLE, GERUND, AND INFINITIVE 


4A VERBAL ЭЛТ 
as adj 

Verbals are forms of the verb that are used as s 
nouns. They do not make statements, ask questions, or give commands. 


d are modified by 
Li i bs, verbals take complements and ; 
xu T are used for conciseness and variety. The three 


kinds of verbals are participles, gerunds, and infinitives. 


ectives, adverbs, and 


4B PARTICIPLE < used as an adjective. It i 
"qa te а form of the verb that is use de ABIS 
A participle is à Many participles end in ing and ed. 


part adjective and part verb. 
THE PARTS OF THE SENTENCE 9] 


4 PARTICIPLE, GERUND, AND INFINITIVE 


i d 

the edge of the bluff, the cottage leaned precariously towar 

о ѕеаѕ Сав. (Perched, а participle from the verb perch, is 
used as an adjective to modify the noun cottage.) 


i j i ke 

imming in the cold water, the polar bear Joyously played with a ca 

Бя ісе. (Because floating directly precedes the noun modified, 
it is a pure adjective.) 


4C GERUND 


A gerund is an ing form of the verb that is used as a noun. 


d.o. 
DIRECT OBJECT AND OBJECT OF PREPOSITION: Now begin reciting the poem 
о.р. 
without looking at your book. 
SUBJECT AND PREDICATE NOMINAT. 
APPOSITIVE: An economic abuse 


market, was critically discuss 


IVE: Seeing is believing. at 
of the late 180075, speculating on the whe 
ed by Frank Norris in The Pit. 


PRACTICE 7. Telling the Use of Participles and Gerunds 


Copy and label every partici 


ple and gerund in the following sentences 
and explain its use 


in the sentence. 
EXAMPLES 


Writing in the Sky, a device born in England during World War I, was 
used for communicating with war-blocked sections. 
writing — gerund, Subject of was used 
born — participle, modifier of device 
communicating — gerund, object of preposition for 
Indians used the bark of the Amer 


ican elm for making canoes and rope 
mak. 


ing — gerund, object of preposition for 
1. The fiddler crab с 
dancing. 


Looking through the belfry of San Diego Mission, one can see a broad 

panorama of fertile, quiet countryside stretching before him, 

3. Hardtack is flour mixed with water and baked slowly. : | 

4. At Mount Katahdin in Maine, the first spot in the United States hit by 
the morning sun, I can enjoy my hobby — hiking up and down the side 
of a mountain. UU 

5. Stealing through the corn patch, Tabby surprised a field mouse burrow- 
ing in the earth. 2 

6. Late that night the rescue party, swin 
succeeded in dragging us to safety. 1 : 

7. Vastly excited at the Prospect of finally meeting a moose, Ted plied his 

uncle with whispered questions. 


8. The American black walnut, prized for its flavorful nuts, 
fine furniture. 


ourts his lady by waving his bright-colored claw and 


ging lanterns and Carrying ropes, 


> İS used in making 
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штук 4 


PARTICIPLE, GERUND, AND INF 
de with a deafening 


9. 5 
* Suddenl: 
y tons of snow, hurtling down the mountainsi 


Toar, fill 
1 nu huge crevass above the skiers. 
g for winter in the animal world includes fattening UP- 


4D 
Е GERUNDS 
erund: 
s help us to express our thoughts smoothly and co 


Poor: 
: Mo 
ther had her breakfast in bed. This was а new and p 


ni ше for her. 
: Breakfasting i ; 

asting in bed was a new and pleasant experience for Mother. 
eakness. 


ncisely. 
leasant €X- 


POOR: 
1 On th ; \ 
tempe es tennis court Jerry has one serious Wi He loses his 
Oop: Es requently. 
tQ the tennis court 
per frequently. 


Jerry has one serious weakness — losing his 


PRA 
CTICE 8. Using Gerunds 


Im 
gerund for | each of the following by subst 
| у г one of the clauses or sentences. 
Мг, ; 
DAD oe plowed our driveway. Then he sanded the inclines. 
ап apposite) o trait. She giggles constantly. (Use the gerund as 
uris a hobby. I keep my OW 
IS eae other countries. 
Hn 9 Abraham Lincoln patented à machine. 
Ў The s by means of inflated cylinders. 
отра ecing Eye was established in 1929 in Morristown, New Jersey. This 
6. Ree trains dogs as guides for blind persons. 
I TER waved her flashlight frantically from the window ОЁ the warehouse. 
7. Ral is way she summoned help. 
a ph carried the baby blue jay home. 
8, i tened with milk. 
n ancient Siam only a few people carried umbrellas. 
Branted by the king. 


ituting a phrase with а 


п in repair and talk with ama- 


З. 
п radio statio 


It lifted vessels over 


Then he fed it some bread crumbs 


The privilege was 


4E INFINITIVE 
A An infinitive is 4 yerb form ordinarily introduced by to and used 
S a noun, an adjective, OF an adverb. 
a book to take us lands away. — EMILY 


o frigate like 
e modifies frigate.) 

used homing birds to carry messages. (To carry 
kid is a favorite tric 


d sirup from maple sap. 


ADJECTIVE: There is n 
n DICKINSON (To tak 
VERB: The ancient Greeks 
x modifies used.) 
OUN: To swoop down an 
dier of verb) 
: The early pioneers learned to make sugar an 
(Direct object) 


d carry offa k of the eagle. 


THE PARTS ОЕ THE SENTENCE 93 


4 PARTICIPLE, GERUND, AND INFINITIVE 


E i d to the westerni- 
š urpose of the Boxer Rebellion was fo put an en 1 у 
P ‘of China and to bar foreigners, their customs, their machines, and 
their trade. (Predicate nominative) 


To, the sign of the infinitive, is often omitted after bid, dare, need, 
see. make; let, hear, please, feel, help, and sometimes after a few other 
verbs. 


Black patches under the raccoon's eyes make him Zook like a burglar. 


4F SUBJECT OF INFINITIVE 


After verbs of believing, 
ting, making, telling, 
has a subject. 


commanding, expecting, knowing, let- 
thinking, wishing, and the like, the infinitive 


Benjamin Franklin encouraged people to swim for recreation. 


4G USING INFINITIVES To 


One way to save words is by reducing clauses to infinitive phrases. 


WORDY: Mr. Richards left on the parking lights. In this way he warned 
drivers of his stalled car. 


CONCISE: Mr. Richards left on the parking lights (to) warn drivers of his 
stalled car, A 
12- 
РКАСТІСЕ 9, Using Infinitives 


Make each of th 


А Д ? Е а f 
€ following more Concise by using an infinitive. I 
there are two sente 


nces, combine them, 


1. At the age of sixty-seven Mrs. Belle Вепс! 
Zoo, started on an expedition to the B 
Capture a pair of mountain gorillas, 

2. In order that the delicacy of frogs’ le 
dealers now ship frogs in wet burla 

3. As a member of the Am 
Cultivate a love for the с 
and its peoples, 

4. A flute consists of 
tube. 


; ir 

+ Some fishing boats now carry helicopters so that they can radio thei 

positions and so that schools of fish may be spotted. his will 
+ The alumni of Roosevelt High School are planning a banquet. Thi 

be held on Friday, October 10, at 8:30. 4 white 
- Paint a white border around the edge of each cellar step and a solid w 

Coat on the last step so that accidents may be prevented. ceti 
8. At the United States Navy's Submarine School at New London, Conn 


Cut, volunteers are subjected to rigorous training so that they may be 
for grueling, dangerous duty under water. 


hley, director of the Balboa ek 
elgian Congo so that she cou 


85 may be made available everywhere: 
p bags. d 
erican Youth Hostels I have learned that I shou 
ountryside and a better understanding of the wo 


ne 
three hollow tubes fitted together so that they form О 


“ыо © 
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4H PHRASE 


"s phrase is a group of related words which does not contain a subject 
a predicate. Phrases may be used as nouns, adjectives, or adverbs. 


PARTICIPIAL PHRASE: In Boston many Beacon Street houses indicate antiquity 
- with prized old window panes, now turned lavender. 
RUND PHRASE: Preparing tasty foods is a fine art. 
INFINITIVE PHRASE: The blue-tinted windows of the United Nations Secretariat 
Building in New York are treated го keep out the sun's heat. 


PRACTICE 10. Using Verbals and Verbs 


Write sentences about your school, your church, or your city, town 
or community. Use at least three participles, three gerunds, and three 
infinitives. Draw one line under a participle, a wavy line under a 


verb. 


5 COMPOUND AND COMPLEX SENTENCES 


TEST 2А (Diagnostic). Kinds of Sentences 
ting S (simple), Cd (com- 


Classify the following sentences by wri 
after the number of each 


pound), or Cx (complex) on your paper 
Sentence. 
1. Casey Jones hose picture is on a three-cent commemorative stamp) was 
one of the crack railway engineers on the Illinois Central. 
2. A movie-sponsored organization in New York gives complete informa- 
tion over the telephone about the pictures being shown in one or more 
of the city’s theaters, including the kind of story, the names of actors, 


and the time of performances. 


3. The Customs Inspector began his work in 1 
ton’s first administration, and every entering traveler si 
to face him. : 

4. The Commodore moved through the ship like a gale, his entourage of 
junior officers racing behind him but sometimes falling far in the rear 
when a passenger or some other obstruction got between them and their 


leader. 
5. In Australia 500,000 miles of fer n 
years, help to keep fast-multiplying rabbit 
6. Orchid plants are not afraid of weeds, the 


they require no particular kind of soil. 
ie 1 р came to the aid of the farmer when a German 


7. In the 1840's chemistry the er 
professor, Justus von Liebig, showed that artificial fertilizers could restore 
the necessary minerals to the soil. . 

be made to break up solid rocks and fasten huge 


8. The force of air can 3 ois 
steel girders together, to stop trains weighing thousands of tons, and to 


789 during George Washing- 
nce then has had 


fences, constructed during the last hundred 
s from overrunning the country. 
y need little or no fertilizer, and 
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allow men to work under water as divers and as builders of bridges and 
dams. Е 
tatoes are better than cooked ones for dairy cattle. " 
te rss purpose of the Marquis of Queensberry rules was to free ix 
` fessional fighting from brutality, but after gradual changing the ru 
were also applied to amateur boxing. 


5A CLAUSE 


A clause is a group of words that has a subject and a predicate. 


e 
Most meteors burn up| before they reach the surface of the earth. (Th 
two clauses are separated by a vertical line.) 


5B PRINCIPAL CLAUSE 


A principal clause make 


nce 
s complete sense and can stand as a sente 
with 


àn initial capital and end punctuation. 


——— i 
(1) Mecca is forbidden to nonbelievers, but (2) each year in dispute Mes HH 
adventurers journey to this holy city. (Numbers 1 and 2 are pr 
Clauses.) 
COMPOUND SENTENCE 
5С COMPOUND SENTENCE | 
A sentence 


rae В com- 
e made up of two or more principal clauses is called a 
pound sentence, 


, я ә СЕГО 
(D. Trifles make perfection, but (2) perfection is по trifle. — MICHELAN 


5D COORDINATE CONJUNCTION 


" ual 
Coordinate Conjunctions connect words, phrases, and clauses «е 
rank. Principal Clauses are of equal rank. Coordinate conjun 


t, ОГ» 
used to Connect the clauses of a compound sentence are and, but, 


and nor. 


king: 
Lorenzo de: Medici never sat on a throne, but he had the power of a 


COMPLEX SENTENCE 
5Е SUBORDINATE CLAUSE 


wo 

A subordinate clause is used as a noun, an adjective, or an adverb. TM 

tests of a Subordinate clause are: (1) as a rule, it does not m tO 

plete sense When removed from its sentence; (2) usually an du n 
Word is either expressed or can be Supplied without spoiling the 


ive design can do. 
NOUN CLAUSE: American folk art demonstrates what creative igi 
(What introduces the clause.) 
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AD. : i 
s pu Out of the 2500 makes of automobiles that have appeared 
in the last fifty years only twenty-one have survived. (That introduces 
the clause.) 
ADVERB CLAUSE: The opossum has changed vei 
continent with the dinosaurs seventy million years a; i 
о. (Sinc 
the clause.) " А us 


ry little since it roamed the 
е introduces 


5F SUBORDINATE CONJUNCTIONS 


: A subordinate conjunction connects a subordinate clause with theclause 
0 which it is attached. Frequently used subordinate conjunctions are: 


after before lest h 

although but that provided that en Tee | 
as even if since unless whereas 
as if how so that until whether 
as though if than when while 
because in order that that whence why 


5G COMPLEX SENTENCE 
{ A sentence with a principal clause and о! 
is called a complex sentence. 


Because in colonial America pins were made by hand, a pa 


red an excellent wedding present. 
ly thought of in connection with 


ne or more subordinate clauses 


per of pins 


was conside 
Nero, the Roman emperor who is usual 


his fiddling, was a bagpipe player. 
Noun Clause 


5H NOUN CLAUSE 
A noun clause is used as a noun. It may be: 

SUBJECT OF VERB: That the airplane has a real importance in modern warfare 
was the conviction of Billy Mitchell. , ; 

DIRECT OBJECT OF VERB: Safety regulations require that airplane seat belts be 
fastened during take-off and landing. К í 

OBJECT OF PREPOSITION: Pearl Buck’s father dedicated himself to whatever 
would help the Chinese people. у 

_PREDICATE NOMINATIVE: The sad truth is that our team was outplayed every 
quarter. у 

Appositive: It’s easy finding геа 
— GEORGE ELIOT. 


sons why other folks should be patient. 


Using Noun Clauses 


following and about each write a sentence con- 
Underline the clause and write above it subject 
А 


PRACTICE 11. 


Choose six of the 
taining a noun clause. 
THE PARTS OF THE SENTENCE 97 


5 COMPOUND AND COMPLEX SENTENCES 


» ; eco itive 
direct object, object of preposition, predicate nominative, or apposit 
x H 
to indicate its use in the sentence. 
EXAMPLE 
volcanoes 


Direct object aillion 
Scientists have estimated that some volcanoes discharge about five n 


gallons of water a day in the form of Steam. 


the stars 


1. 6. Halloween 11. Nobel Prize 
2. snow 7. Wilbur and Orville Wright 12. p adi 
3. Louis Pasteur 8. nylon 13. jet plan : 
4. the United Nations — 9. West Point 14. vitamin. ney 
5. television 10. inflation 15. Walt Dis 


Adjective Clause 
51 ADJECTIVE CLAUSE 


An adjective clause modifies a noun or a pronoun. 


an . y should 
Tourists їп Arizona who want to understand the desert ОША difies 
Visit One of the Indian reservations. (The italicized clause 


the noun tourists.) 
1. An adjective clause ma 
а. A relative Pronoun 
Manila hem 
cable are 


y be attached to the word it modifies by: 
(who, whose, whom, which, or that) nd 
р is the material from wich ropes, hawsers, cordage, 2 
commonly made. 

b. А Subordinate conjunction 

Classica] ballet wa 


it 
i fiere ! 
T S created at the court of the French kings, W 

acquired French 


names for its movements. 
2. The connecting word may be omitted, 


{ is to rac 
One of the most exciting experiences (that) a boy can have is 
in the finals of the Soap Box Derby. 


PRACTICE 12. Using Adjective Clauses 


Choose six of the 


ach. USt 
following and write a sentence about each. 
adjective clause in 


each sentence and underline the clause. 
EXAMPLE 
Harvard University 


iginally 
Harvard University, which has 165 buildings for 11,000 students, orig 
had one building for 50 students. 
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1. the Big Top 6. Mozart 11. Ike Eisenhower 
2. the Red Cross 7. Helen Keller 12. Golden Gate 
3. poison ivy 8. Arthur Godfrey 13. Rio de Janeiro 
4. advertising 9. penicillin 14. Mark Twain 
5. lightning 10. polo 15. Hollywood 


Adverb Clause 
5) ADVERB CLAUSE 
An adverb clause modifies a verb, an adjective, or an adverb. 


The vitamin-rich bran of rice is discarded when th i 

1 а y he kernels are milled. 
(Modifies the verb is discarded.) 4 
The road is always better than the inn (is). — CERVANTES (Modifies the 


adjective better.) 
A running jack rabbit curls his body so strongly that he lands with his 


hind feet ahead of his front feet. (Modifies the adverb so.) 


PRACTICE 13. Using Adverb Clauses 


Write five sentences with an adverb clause in each about plays, mo- 
tion pictures, radio programs, or television programs, Underline every 
Simple subject once and every predicate verb twice. What does each 


adverb clause modify? 


COMPOUND-COMPLEX AND COMPLEX-COMPLEX SENTENCES 


5K COMPOUND-COMPLEX SENTENCE 


d-complex sentence has two or more principal clauses and 


A compoun 
one or more subordinate clauses. 


If shoes have a few holes, that’s poverty; if they 
style. (The two adverb clauses are italicized, 
verb is in the principal clause.) 


are mostly holes, that’s 
and each modifies the 


5L COMPLEX-COMPLEX SENTENCE 
A complex sentence in which a sub: 
is called complex-complex. 
an discover where they caught 


5 never happy unless they с 
оспе ro is adverb clause modifying are. 


a cold. (Unless they can discover is an ү 
Where they caught а cold is a noun clause used as the direct object of 


can discover.) 
DIAGRAMING 


ordinate clause is itself complex 


A diagram is a picture of the relationship of the parts of a sentence 
to one another. E Р 
s the principal clause is on the first line; 


In the following diagram 
the subordinate clause is underneath. The arrows show what words 
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the adjective and adverb clauses modify. The simple subjects are 
underscored. There are two lines under a predicate verb. 


1. In Yucatan, archeologists have found ancient books in gin un 
Mayan Indians once recorded their calendar and their religious 
monies. 

In Yucatán archeologists have found ancient books 
T heir 

in which the Mayan Indians once recorded their calendar and t 

religious ceremonies 


r ical jungle, 
2. Because the southeastern portion of Yucatán is a thick tropical jung 
Most of the people live in the north. 


most of the people live in the north 


| 


1 raa] jungle 
[Because the southeastern portion of Yucatán is a thick tropical jung | 
3. Yucatan yields 


; ; nti 
more henequen for binder twine than any other cou y 
їп the world. 


Yucatán yields morg henequen for binder twine 


( 


than any other country in the world (yields)] 


PRACTICE 14, Diagraming Sentences 


100 


* Yucatán, Which 


Diagram the following sentences. itish 
je! 
H V COmprises part of Mexico, Guatemala, and B 
onduras, is a peninsula about the size of Minnesota. pited 


Long before European explorers discovered the region, it was inha 
by the Mayan Indians, 


я тей 
i pE е7 direction of the priests, who ruled the state, the people clea 
© Jungles and built 5 lendid cities. oa 
out A.D. 1000 Bliss бк E 1024, Uxmal, and Мауара 
formed a league which dominated the peninsula. he latter 
When a quarrel bro! 


ke out between Chichen Itza and Мауар S. ini 
Mexican armies, captured her former con BE wa 
had enjoyed a brief period of peace, a se 


А ba in 
+ In the year 1517 Francisco de Cérdoba, who had sailed from Cu 


Search of gold and slaves, reached Yucatan. ers 
: d ; UP rang 
he natives rowed out to meet Córdoba's ship and invited the st he 


га А : tot 
to visit their city, where they intended to sacrifice the white men 
native gods. 


; Jace. 
- Everything was peaceful until the party reached the city market P 


А ans 
With a war yell that startled апа terrified the Spaniards, the Мау! 
Suddenly hurled their lances, 


ir сот“ 
Ithough several of the Spaniards were wounded, they and their 
Tades soon put the Indians to Tout. 
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In the deserted houses, which th 
Shee А ey entered and looted, they found a few 


PRACTICE 15. Recognizing Subordinate Clauses 


Write the subordinate clauses in the following sentences. In each 


clause underline a simple subject once and a predicate verb twice. 
Label a clause n., adj., or adv. Indicate what word or words an ad- 
jective or an adverb clause modifies and how a noun clause is used 
Use the example as your model. | 


EXAMPLE 


N 


12; 


. When the Spaniards found gold trinkets, they 
. In 1519 Hernando Cortez, 
. The only condition was that the In 
s Their reply to th 


. In the battle that followed, the success 0 


. Although Cortez score! 


. When Francisco Montejo followe 


. Why the Indi 
. When Montejo's son an' 


. Although the Sp 


. When the Spaniards 


The woodpecker owes his success to the fact that he uses his head and 
pecks away until he finishes the job he starts. — COLEMAN COX 
that he uses his head and pecks away — noun, in apposition with the 


noun fact 
until he finishes the job — adv., pecks 


(that) he starts — adj., job 


knew that there were riches 


in the Mayan empire. 
sailing from Cuba, told the Mayans that he 


had come in peace and friendship. 
dians accept the rule of the Spanish 


king. 
is offer was that every Spaniard who fell into the hands 


of the Mayans would be killed. 
f the Spaniards resulted primarily 
from the fact that the Mayans had never seen horses before and were 


terrified by them. 
could not 


d a notable victory, he found that he 
conquer the entire country. 

d Cortez in 1527, the Mayans lured him 
far into the jungle, where scores of his men died of wounds and tropical 


fever. 
s never been satis- 


ans did not massacre the entire force ha: 


factorily explained. ү l » g 
hew arrived in Yucatán, they met with 

torn by civil war. 

le over half the peninsula, 


who waged inter- 


d his пер 
because the country was 
aniards established their ги! 
letely subdued the proud Mayans, 


weak resistance, 


they never comp 
mittent warfare for many years. k 
burned the books and records hidden by the Mayan 

t of an ancient culture that had reached 


priests, they destroyed a vital par 


a high plane. с Ө 
gain and buried many of the cities that 


Although the jungles grew wild а 
flourished a thousand years ago, the Mayan race survives to this day. 
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TEST 2B (Mastery). Kinds of Sentences 


5 ; m- 
Classify the following sentences by writing S (simple), Cd (co! 


ach 
pound), or Cx (complex) on your paper after the number of e 
sentence, 


1. 
2 


- Parents tend to 


. Mr. Kingsland 


- With his m 


avoid 
"Shun-pike" was the name given in early days to the roads used to 
turnpikes, or toll roads. 


ә “© * redit to his 
A good sportsman does not boast of his own skill but gives credi 
teammates, 


i ir imagina- 
give boys conservative names, but they use their g 
tion to achieve originality in girls’ names. 


-eating 
- Many of the bathing tragedies that have been blamed on man 


Sharks are now believed to have been caused by barracudas. 


Ё 5 s in the 
loved to watch steam shovels gouging great hole 


2 d a side- 
earth, but this afternoon he hurried by the excavation with hardly 


long glance, T icularly 
In Eds building where large numbers of people assemble, it is particu 
important to have enough exits to empty the building quickly. and two 
The battered ukulele with its top plugged up, its one violin resemble 
mandolin Strings, and its cardboard bridge failed miserably to r 

à real violin, 


T 
6 RUN-TOGETHER SENTENCE AND SENTENCE FRAGMEN 


р . І amd 
If used wisely, signals are aids to a good performance. Оп à 


ducto? 


: аг 
is baton. A good bod 
hought with a Period, a question mark, or an exc 


TEST 3A (Diagnostic), Sentence Sense 


Indica 
Of the fol 
Of the example and the ansy 
102 


te by 0, 1, 2, or 3 


h 
+ eac 
the number of complete sentences in 
lowing. On your 


e 
с ai 
paper place a period between the nu 
ver. 
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EXAMPLES 
1. Tommy was to meet his partner in advent 
now eight-thirty 
2. And that thrilling moment when the band plays 
the whole corps stands at attention 


ure at nine o’clock it was 


“To the Colors” and 


ANSWERS 
L2 
2.0 
The 2 shows that number 1 is two sentences. The 0 indicates that 
number 2 is not a sentence. 
1, Harvey Park a place of refuge on hot sultry days where both young and 


old can picnic or swim 

2. England at this time under King Henry who claimed himself to be the 
rightful ruler of France had invaded France 

3. Now the thrilling scene above us was completely changed the sky was 
filled with little stars that looked like diamonds 

4. A prevalent myth is that foreign films are far superior to American 
partially this is merely an expression of snobbishness 

5. The kind of imagination that makes the stories in books and magazines 


more vivid and fascinating 

6. How wonderful it would be to see huge mountains stretching away as 
far as the eye could see to be in the country in a deep forest of stately 
trees or to be in a foreign land where people dress differently and have 


different customs 

7. Poor Mrs. Smith the things she had to put up 
demons 

8. In captivity the beaver is not wholly a satisfactory animal like some 
human craftsmen he positively declines to work under observation and 
performs all his tasks at night A 

9. If one says “a black and white dog” he means one dog whose coat is 
partly black and partly white . 

10. Why are you frightened the pup is trying to play with 
bite you 


with from those three 


you and will not 


6A RUN-TOGETHER SENTENCE 
If a sentence ends with a comma or no punctuation mark and the next 


one begins with a small letter, the error is called a run-together sentence. 
The failure to use periods, question marks, and capitals is a serious fault, 
because it shows that the writer doesn't recognize a sentence. As soon 
as you know a sentence when you see it, you can avoid this error. 
RUN-TOGETHER SENTENCE: To me Americanism is more than mere loyalty, 

it includes seeing other people’s needs and doing something about them, 
RIGHT: To me Americanism is more than mere loyalty. It includes seeing 

other people’s needs and doing something about them. 
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it i ееп 
RIGHT: To me Americanism is more than mere loyalty; it includes seeing 
other people’s needs and doing something about them. 


To avoid the run-together Sentence, use a period after ried bow 
cipal clause with its modifiers unless it is clearly connected m": icm Te 
principal clause to form a compound sentence, _ When in do Че a by 
the period. One way of finding where to put capitals and perio 

ing aloud what you write, 
u semicolon 1а лоя between the members of a compound sentence 
that are not connected bya conjunction, 


: та, 
Style plays а very important part in modern life; a change in style may 
destroy a business, 


PRACTICE 16, Correcting Run-together Sentences 


08 * ces. 
On your paper punctuate and capitalize the following жые, 
Draw one line under the Subject and two lines under the verb 0 
simple sentence or principal clause. 


EXAMPLE 


There is a great need for doctors, nurses, and teachers, many young 
and women should train for these fields. 


i men 
There IS à great need for doctors, nurses, and teachers. Many young 77 


and women should train for these fields, few aft 
1. In your next letter please tell me about your teachers, perhaps & 


My instructors are stil] there. ([To] tell is an infinitive.) 
2. The woman next door to us js 


oman always listening in on our telephone 
Versations, isn’t she nosy? d see 
3. Soon I am going to make some Tecordings with my orchestra need a 
how we sound, if we make 800d we can have a job playing for da 
the Green Shingle. 


d 
woul 
4. Martin Johnson liked to take Pictures of lions he believed that they | 


i 
in 
not hurt anyone unless Wounded, then they will charge anything 
sight. 


in out 
є ing sight in 0 
5. The Veterans of Foreign Wars Building is another interesting sigl 
com: i 


SAL ORUM ing hill. ;4 the 
nity, it is built on the to of a gently sloping hi e in 
6. After about seven hours the fidum managed to control the blaz 


men 


con- 


Gertz Building by 2:30 p.m. it was again safe to enter the m the 
7. The movie ended at eleven o'clock, while returning esci miles 

southbound Dixie Flyer coming down the track at SIRLY) ODSSS 

an hour. hour without 4 
8. Last Saturday we went to Lake Michigan to fish after an ho 

bite I was drowsy but a sharp jerk on my rod aroused me. t oxygens the 
9. The air contains about 78 per cent nitrogen and 21 per cen i 
19 шшр 1 per cent is made up of other gases. le, # 


) 9865. m 
€ find many references to Dickens’ life in his books, for examp 
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Nicholas Nickleby he refers to the abuse the poor children endured in 
charity schools — treatment he experienced when a boy. ` 

11, Probably the most primitive form of signaling was done by the Indians, 
who signaled with smoke from burning wood, with the use of a blanket 
they were able to direct the columns of smoke. 

12. When Chester was thirteen years of age, he ran away from home, down 
at the dock he met an old sea captain, who advised him to run back home. 

13. Poor Mike meanwhile was having a dreadful time, his whole office was 
cluttered with guinea pigs, which multiply rapidly. 

14. The picture shows Joan of Arc upon a black steed, she is wearing a red 
cape over her armor and red plumes in her helmet. 

15. All Boone’s hair was pulled out except a tuft on the crown of his head, 


this was braided and a feather was stuck in it. 


PRACTICE 17. Writing Sentences 
As you copy the following selection, begin each sentence with a 
capital and end it with a period. There are thirteen sentences. 


On the east bank of the Nile River is the city of Cairo, founded by a 
victorious Arabian general in the tenth century although its early history was 
marked by strife and destruction, the capital of Egypt has prospered as a 
center of trade between East and West in the older portion of the city the 
streets are narrow and dirty, but above the squalor rise the beautiful domes 
and minarets of countless mosques in the best known of these the body of 


ue Sultan Hasan lies in a polished marble sarcophagus under a great wooden 

ome 
The streets of Cairo, nois 
in the world Egyptian women swa 
squat cross-legged before their shops in ti 
slippers, antiques, and countless other аг 
goats, and donkeys with blue necklaces wan 
little boy with a goatskin on his back trudges 
Nile water for cooking and drinking р 
е was converted into а 


Over a thousand years ago the El Azhar Mosqu 
university which offers free instruction in Mohammedan culture, across the 
desert from Cairo is the Great Pyramid, the largest monument ever erected 
on the earth, to build this tomb for Cheops, an Egyptian king, 100,000 slaves 
labored twenty years the structure is about 450 feet high and covers approxi- 


mately thirteen acres 


y and colorful, are like those of no other city 
thed in black veils glide by, and merchants 
hese bazaars candy, jewelry, rugs, 
ticles are offered for sale sheep, 
der at will through the streets a 
from house to house selling 


6B SENTENCE FRAGMENT 
When a period is used after a part of a sentence that does not by 
e, the fraction of a sentence is called a sentence 


itself make complete sens : 

fragment. If you are not sure that you have written a sentence, find 

the subject and the verb of the principal clause. 

After studying the run-together sentence some pupils become over- 

cautious and put periods after incomplete sentences. Many authors 
> 
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i acher 
it is true, use sentence fragments intentionally. ues Piu à E 
Will not object to your using an occasional sentence 4 EM waiting 
definite purpose if by placing an asterisk (*) before eL ibat you 
“*Sentence fragment” at the bottom of the page yen бр = 
understand what you are doing. But first make sure {һа y 
know a sentence when you see it, 


Avoid these three kinds of Sentence fragments. 
1. A group of words without a verb, 


Я тһе 
i 5. 
SENTENCE AND SENTENCE FRAGMENT: There are three kinds of smile 
happy smile, the kind smile, and the false smile. 


А ind smile, 
RIGHT: There are three kinds of smiles: the happy smile, the kind 
and the false smile, 


2. A participle, 
sentence. Verbals q 
fore never take the 1 
by itself is a predicate verb, 


SENTENCE AND SEN’ 


village 
TENCE FRAGMENT: At Six o'clock we started for the 
at the head of the lake. 


hers. 
NTENCE FRAGMENT: Anne was always ready to ine poe 5 
Ог instance, acting as Mrs. Wainright's Secretary and running 
for her, 

ONE SENTENCE: Alwa 


:nright' S 
ri 
YS ready to help others, Anne acted as Mrs. Wainrlg 
Secretary and ra 


П errands for her, 


nne was alwa 
Wainright's Secretary and ra 


To get rid ofa senten 


Mrs. 
YS ready to help others. She acted as 
П errands for her, 


3. A subordinate @ 


SENTENCE FRAGMENT: T 

inherited from the mt 

2 i К à d fro 

SENTENCE: Sit down and consider the things we have inherite: б 

frontier people, ike with" 

s ok li 

SENTENCE AND SENTENCE FRAGMENT: Just think what we would lo 

Out noses. Even if they are all sizes and shapes. 


hat we would 
SENTENCE: Even if our Noses are all sizes and shapes, just think wha! 
look like without them. 


PRACTICE 18. Correcting Sentence Fragments рай 
+ ver 
Correct the following, If necessary, supply a subject «d c unde 
make a principal clause, In each principal clause draw one 
the Simple subject and two lines under the predicate verb. 


106 tHE PARTS OF THE SENTENCE 


RUN-TOGETHER SENTENCE, SENTENCE FRAGMENT 6 


EXAMPLE 
Among Herbert's friends were two he liked be 
st. One a musici 
other an accountant. МИНЕ 
Among Herbert's friends were two he liked best, a musician and an 


accountant. 
1. The speed laws are important. Especially in the more thickly populated 


sections of town. 
2. Malcolm St. Clair was six feet tall. Dark complexion, wavy hair, and 


blue eyes. 
3. Tho © your father will be able to show us around Washington. Because 
I've heard a great deal about the city’s buildings, monuments, and mu- 


seums. 

4. Father dropping his newspaper on the floor when he remembered that it 
was the night of the bowling contest, Johnny leaving his schoolbooks 
scattered about to rush off to the football game. 

5. I vowed never again to give the child ice to eat and to keep an eye on him 
always. See that he didn’t have dangerous playthings. 

6. Since the new requirements for graduation are better than the old. Be- 
cause they broaden the pupil's training and better fit him for life. Every 
school in the city should adopt the new requirements. 

7. Aztec Treasure House is full of strange adventures. For example, the dis- 


covery of the flooded city. 

8. If anyone comes near the nest, the bird begins to gasp for breath and roll 
around as if wounded. In this way leading the person quite a distance 
from the nest. 

9. Boonesborough was а typical fort on a slight slope. 
and two entrances opposite each other. 

10. Mr. Johnson said that the speakers leane 

many notes. Also that Mary, Richard, and Josep 


that Margaret mumbled her words. 


A high stockade 


d on the desk and used too 
h spoke distinctly but 


PRACTICE 19. Correcting Run-together Sentences and Sentence 


Fragments 


Correct the following. 


for a principal clause. In eac 
simple subject and two lines under the 


ect and a predicate 


If necessary, supply à subj 
e line under the 


h principal clause draw on 
predicate verb. 


1. The bomber approaches its target at two hundred or three hundred miles 
an hour, the bombardier must pick out his target while the plane is still 
five or six miles away. 

2. King went to California to make some easy money. Not by prospecting 
for gold, but by selling supplies to the other gold miners. 

3. There is a bird I have never seen before what kind is it? 

4. When we meet a stranger, we are impressed by his appearance and his 


manner. But most by his conversation. 
5. Mr. Humphrey has had many years of experience in training animals he 
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10. 


T 
6 RUN-TOGETHER SENTENCE, SENTENCE FRAGMEN 


е seal 
he dog third in intelligence among those he has educated th 
ронса favorite pupil in his animal school. 


É - ѕѕауѕ. 
This term I should like to learn to write entertaining letters and essay 
. This 


Also to construct a good outline for a report. 


: i etition 
Ira Marshall won the title of world-champion corn-grower in сотр 
. Ar 


: Е n nd his 
ith the best farmers in every state in the country in addition he a 
don placed second in the staíe Wheat-erowing contest. 


Я three 
One day last summer my cousin and I went to Fire Island, about 


Id 
o’clock in the afternoon we decided to take a ride on a launch that wou 
carry us to the other side of the island. iking about. 
In A Tale of Two Cities there are many characters worth ta | ae at 
For instance, Madame Defarge, who just sat knitting, not lo 

nyone but taking everythin їп. {һе 
The river Me iie landet the first person to walk down 
gangplank was a small man dressed in a bright blue suit. 


TEST 3B (Mastery). Sentence Sense 


of the following; On 


in each 
Indicate by 0, 1, 2, or 3 the number of complete sentences in 


ber 
your paper place a period between the num 


of the example and the answer. 


ue 


For instance the afternoon tha 


ee ers on 
t Lieutenant Olson was in his quart 
the ship reading a book 


2. Th 


10. F 


108 


‚ An American engineer 


ves town 
€ characters of the Story are an old woman who had lived in the tow 
all her life а 


E ES ir a young gir 
nd whose only ambition was to sing in the choir 
from another town and 


Dr. Morton tried ether 
animals finally he offered to 
him use ether to pull teeth 


it was 
jumping over a rod d sion 
Nijinsky's turn to jump a prankster lifted the rod Nijinsky fe! 


ееп 
m i he Archer raced the fift is 
: Two splendid clippers the Flying Cloud and the 


and up, 
thousand miles from New York down around саре ны and using 
San Francisco following the lanes Maury marked off fo: р 
his sailing directions — 
or КЕ ге the intelligence of Buck one of the oxen on the 

Used his head to break pumpkins if his teeth failed 
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Q GRAMMATICAL USAGE 


Correct Pronouns 
the educated man — 


S 2 

den РёаКіп 

the OH chua and writing well — marks of 

Spe forms now id grounding in the correct grammatical forms. Learn 
ak or write, and get into the habit of using them every time you 


TEs 
Tä д 

A (Diagnostic). Pronoun 
о 20. 
ession in the 


ct or prefe 
e rule number: 


Next to each number write 7 
sentence is correct ог 
rred. Do not write à 
s are given for 


NN 
i mb 
a М first italien paper from 1 t 
w ferred, Pie word or expr 
late... (Righ 2 if the second is corre 
M ght — Wrong = Score) Th 
ч Ар a 
‘Ppa 
pina somebody thought that the Private — Keep Out" sign 
* (0 What ly to (1) him (2) them. E i 
9100 (2) Whom do you think our next President should be? 88 
4 he Q) S any idea that the wrinkled old man in the third act Was (1) 
~ Mi m. 8D 
185 z Y. 
5 Slub, Mainwaring has invited Emily and (D) I (2) me to join the Poetry 
* Wouldn’t ; 
first? m it be smarter to £9 with (1 
m E 
7 Ш Tore Aunt May was less enthusiastic à 
“Бїңдүү Hee ВА 
8 muse Ve saw a policeman, (1) which (2) who t 
PEN: ‚ОПА я 
off, E told Barbara and (D g Q) me that the ріс 
my Mrs | 1 Е 
o The. Aldrich didn’ jate (1) him 2) his staying 
D, majority of the PP негап did not understand 
ings "от, they feared would corrupt the minds О you 
k 8B h 
= ; method of catch- 
B pss call the cat cruel becau eir 
Ve * 9A A 
out 2, Camper has to Pass a canoeing tes 
п the Јаке alone. ?^' 9E 
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wn 


) whoever (2) whomever asks you 


pout the double feature than 


old us how to get to the 


nic had been called 


in se of (D its (2) th 
t before (1) he (2) they can go 


7 KINDS AND FORMS OF PRONOUNS 


13. One July morning two neighbors and (1) / (2) myself started on a fishing 
trip to Cold Springs Harbor. 108 j 

14. Silas Marner found a little child, (1) which (2) who gradually led him back 
to normal life. 11A 

15. Please give the flowers to (1) whoever (2) whomever answers the door- 
bell. 8c 

16. At first I could not believe that the ragged beggar wa i D 

3 Figs vas (1) he (2) him. 8 
17. Will you play tennis with Tom, Alan, and 010) methisafternoon? 8F 
, 18, Mrs. Primrose, the vicar's wife, was curt to Mr. Burchell, (1) who (2) whom 

ae Teated was in love with her daughter Sophia. 8B 

19. Gail complained that she has to wait or 
(1) 102) me. ar it months for a letter from you 

20. Can you meet Jerry and (1) J (2) me in front of the Rivoli at seven? 8F 


7 KINDS AND FORMS OF PRONOUNS 
7A PERSONAL PRONOUN 


A personal pronoun shows by its form whether it refers to the speaker, 
the person spoken to, or the person or thing spoken of. 


DECLENSION OF PERSONAL PRONOUNS 


SECOND PERSON 


First PERSON (SPEAKER) (PERSON SPOKEN To) 


Singular Plural Singular and Plural 
NOMINATIVE I we jeu 
POSSESSIVE my, mine our, ours your, yours 
OBJECTIVE me us yeu 


THIRD PERSON (PERSON OR THING SPOKEN OF) 


Singular Plural 
MASCULINE FEMININE NEUTER 
NOMINATIVE he she it they А 
POSSESSIVE his her, hers its their, theirs 
OBJECTIVE him her it them 


COMPOUND PERSONAL PRONOUNS 


Singular Plural 
FIRST PERSON myself ourselves 
SECOND PERSON yourself yourselves 
THIRD PERSON himself, herself, itself themselves 


7B RELATIVE PRONOUN 
A relative pronoun is а substitute for a noun and also does the work 
of a subordinate conjunction. 
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KINDS AND FORMS OF PRONOUNS 7 


Singular and Plural 
whoever 


NOMIN 
ATIVI 
POSSESSIVE " who which what that 
OBJECTIVE whose whose whosever 
whom which what that whomever 
7С 
I 
NTERROGATIVE PRONOUN 
Who, whose, 


estions. 

ative pronouns. 

w convertible? Whom 
2 What is yogurt? 


Inte, 

rrogati * 

whom КЕШЕ pronouns are used in asking qu 
» Which, and what are often used as interrog 


Who y VUES 
dies che White Christmas”? Whose is the yello 
remind you of? Which is less expensive 


7D 
D 
D EMONSTRATIVE PRONOUN 
emo i = F 
emonstrative pre pronouns point out. In English there are only two 
That i ive pronouns: this and that with their plurals, these and those. 
a H . ‚ 
Vins really my favorite, but I’m afraid this will have to do. 
w are fresher, but //iose should be eaten up. 
аң hue this, that, these, or those modifies a noun or a pronoun, 
jective, 


it is 


DEMO; 
Хы S TRATIVE PRONQUN: This is his fountain pen. These are his books. 
TIVE: This fountain pen is his. These books are his. 


7E 
INDEFINITE PRONOUN 
" Indefinite pronouns are vague or general substitutes for nouns. Ex- 
Tüples are: 
anything, both, each, either, every- 


all, anoth bod опе. 

er, any, anybody, anyones ? 
body, pide 4 everything, few, many, much, neither, nobody, none, 
no one, one, other, several, some; somebody, someone. 
PRONO 2 ў а so much that few are left. 

UN: been hunte ; 

: Gorillas have ve been hunted so much, /ew gorillas are left. 


^DJECTIVE: Because they have 
(Modifies gorillas) 

and Classifying Pronouns 

er make a list of all the pronouns in the 

t kind each one is: personal, relative, 

Give the person and num- 


PRACTICE 1. Recognizing 
e sheet 


On a separat of p 
followi agraphs and tell wha 1 
үш S E P nstrative, OT indefinite. 

gativo, ^ nal pronoun. 


ber of every pets 


EXAMPLE | 
What does everyone think about 
What — i? err OE ite 
everyone — inde 

her — personal 
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her suggestion? 


person singular 


8 cast OF PRONOUNS 


One morning a radio announcer read the advertisement of a local shoe 
store which was having a sale of women’s shoes. “These are unbelievable 
bargains, ladies," gushed the announcer. “АП of these beautiful shoes were 
made by a famous New York designer, who charges fabulous prices for them. 
But you, ladies, can buy them for peanuts — just three-ninety-five." 

The next day into the shoe store walked a smartly dressed woman, who was 
carrying a big paper bag. “Td like to try on some of the shoes that por 
advertised yesterday," she explained. “What do you have in black suede? 


After trying on a few pairs, the woman found some that she liked. 
“These are the ones I want,” she said to the salesclerk. 


“That’s fine, madam,” said the clerk. “Is this a charge?" 


“No, ГЇ pay for them now.” She handed the clerk the huge bag that she 
had placed on the seat beside her. 


"What's this?" asked the startled clerk. f 
“Peanuts,” answered the woman calmly. “Three hundred ninety-five © 
them. Isn’t that what your ad said?” 


The woman got her shoes — but the ad was promptly rewritten. This 
time there wasn’t anything said about peanuts. 


8 CASE OF PRONOUNS 
The case of a pronoun depends upon its use in its own clause. 


8A SUBJECT 
The subject of a verb (except of an infinitive) is in the nominative case 


He and Malcolm have built a radio station in their attic. (Nor him and 
Malcolm. He has built, Nor “him has built.") à ect of 

Joe's younger brother is quite a bit taller than Ле. (He is the subjec 
the verb is understood.) 

Those are the gloves I thought I'd lost forever. (Nor them) irls. 

We girls slept peacefully through all the excitement. (Nor us gi 
We slept, NoT “us slept.”) 


8B WHO 


An expression like Ле says, I think, or I suppose ee ee an ү 
verb does not change the case of the pronoun. к бе Bene the ead 
tive pronoun who or whoever is determined by e pron 
in its own clause. 


as а salesclerk. (The three 

ed over to a woman who I thought w 

| i asd are: J walked over to a woman; who was a salesclerk ; T thought. 

i bject of was.) | 

rds Oe Mary summoned Elizabeth, w/to she had been told 
was lotting to seize the throne. (The three clauses are: To London, 
ou Mary summoned Elizabeth; who was plotting 10 seize the throne; 
she had been told. Who is the subject of was plotting.) 
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CASE OF PRONOUNS 8 


select the pitcher who he 
ers guessing. (The thre 
McKinley will select the 
he thinks. 


For 
Saturday’s game Coach McKinley will 
monoks’ heavy hitt 


im can keep the Po 

UD UE For Saturday's game Coach Л 

Who i ; who can keep the Pomonoks heavy hitters guessing ; 
is the subject of can keep-) 


8c WHO 
‚ WHOEV 
ER 
subject ofa verb, be attracted into 


Do 
s at let who or whoever, when the 
jective case by a preceding verb or preposition. 
his afternoon Miss Farrell will announce who got the part of Judy in 
got, not the o 


үш Miss. (Who is the subject Of $ bject of will announce. 
е object of will announce is the noun clause who got the part of Judy 


"n. Junior Miss.) 

е camp, when there was an extra dessert, OUT counselor would think of 

а number and then give the dessert to w! de the closest guess. 

(Whoever is the subject of mace, not the object of to. The object of to 
de the closest guess.) 


is the noun clause whoever made 


hoever ma 


B 
D LINKING VERBS 
king verbs take the same case after them as 


er The verb го be and other lin ? 
ore them. To be never takes an object 
vinga folk-dance ра! 


Wasn't it she who suggested һа 
(She is a predic inative-) . Р 
dn't know who the city manager was. 
b was.) 


Miss Pullin was shocked that we di 
(Who is the predicate nominative after the Ver 


rty in the first place? 


BE SUBJECT OF INFINITIVE m 
The subject of an infinitive is in the objective сазе. After verbs of 
making, telling, letting: ni ing, expecting, thinking: know nBr on 
manding believing, and the like the infinitive has a subject. 
e ED take my watch to the jeweler's. (Me is the subject of the 

$ E ke. > 5 $ E 
infinitive to ta vin ner to be him. (Since winner 1s the subject of the 
infinitive /0 7^ itis in the objective case. Therefore the word after 
e 10 erb to be must also be in the objective case. Him is the 


ps, indirect objects, and objects of prepositions are 


The fortune-hunting Becky first sets her cap for Joseph 
зер 


ст, Оло she sees аз а good matrimonial 
direct object of the verb sees.) aa. the 
GRAMMATICAL 
USAGE 1 
13 


8 case or PRONOUNS 


ing hi i ives Joel 
IRECT OBJECT: As payment for washing his car Uncle Sidney give 
IND) and me a driving lesson whenever he has time, МИРТ 
OBJECT OF PREPOSITION: Between you and me, Charlotte plays a m 


game of tennis from the sidelines than she does on the court. 


1 
Sometimes colloquial, or informal, English differs from Хош 
English. In formal English whom is always used as the objectiv S anon 
In informal English w/io, when it Stands before a verb or prep 
of which it is the object, is generally considered correct. 


1 
FORMAL ENGLISH COLLOQUIAL OR INFORMAL ENGLISH 

For whom is that? Who is that for? sio 
To whom did you give the pack- Who did you give the packag 


age? 
Whom did you see at the game? 


Who did you see at the game? 
Invite whomever you wish, 


Invite whoever you wish, 


PRACTICE 2, Using Correct Pronouns 


A ted 
1. Randy wanted. to see the boxing match on television. I was sel ae a 
in the dramatic show. Randy and —_ compromised by wate 
variety program, (I, me) ked Bill 
2. Mother sent me a batch of cookies in my laundry case. She ba 


R n- 
Bill and — the right kind of atte! 


ould 
4. No one but Sam volunteered to help decorate the gym. No one № 


here but Sam and —, (I me) than 1. 
5. Jack is a better pitcher than Phil. He is also a far better аи 

He'd be missed much more than either Phil a T и girls 
6. The boys Say we spend all our time gossiping. They t В 

talk too much. (us, we) eis tranges 
7. The tallest boy in our class is Jeff. The shortest girl is oa The s 

looking couple at the prom were Jeff and (her, ы detention. She 
8. Without a word Miss Sanders gave us ig an E е 

never gave — boys а chance to explain. (us, we is chemistr. 
9. Haven't you copied your theme? Hasn't he written uy. n (һе, 

experiments? Don’t you and — ever do any work in study 

him) im. It seems 
10. We waited an hour for Janet. We waited even longer for him. 

We always have to wait for Janet and (he, him) 
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CASE OF PRONOUNS 8 


PRACTICE 3. Using the Correct Case 


Read the following sentences, filling each set of blanks with he and I 
or him and me. Then read the sentences a second time, filling the 
blanks with Bob and I or Bob and me. The third time use she and I or 
her and me. The fourth time use he and Jack or him and Jack. 


1. —— made the semifinals. 16. near —— 
2. saw — 17. beside —— 
3. wrote —— a letter 18. as tired as —— 
4. It Was ——. 19. chose —— 
5. not without —— 20. nobody except —— 
6. —— burst out laughing. 21. gave —— a bulldog 
7. Are —— invited? 22. The winners were ——. 
8. expected —— to perform 23. told —— the story 
9. older than — 24, —— met at the game. 
10. laughing at —— 25. met —— at the game 
11. from —— 26. prizes for —— 
12. always criticizing —— 27. The officers are ——. 
13. paid —— five dollars 28. tossed —— some colored balls 
14. believes the conspirators to be 29. —— took the nine o'clock bus. 
—— 30. took —— to the airport 
15. Was it —— you saw? 
8G  APPOSITIVE 


An appositive agrees in case with the noun to which it refers. 


The two youngest members of the staff, Elsie Werge and /, are the official 
for the editor-in-chief. (Members is the subject of are. 


errand runners 
1, the nominative form, is correct because it is in apposition with 


members.) 
The editor-in-chief sent his official errand runners, Elsie Werge and me, 
out to get sandwiches for the staff. (Errand runners is the direct object 
of sent. The objective me is correct because it is in apposition with 


errand runners.) 


8H MODIFIER OF GERUND 
A pronoun modifying a gerund is in the possessive case. 


There’s no point in our both taking umbrellas. (Our modifies the gerund 


taking.) 4 А : . 

I don't remember his saying anything about a quiz. (His modifies the 
gerund saying.) 

What is the difference between these two sentences? 


We were amazed at his jitterbugging. 
We were amazed at him jitterbugging. 
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9 AGREEMENT OF PRONOUN AND ANTECEDENT 


i es- 

Tn the first sentence Jitterbugging is а gerund modified by a pod 

А un his. What amazed us was the jitterbugging itse E thé 

sive uo been either amazingly good ‚ог amazingly bad. ко 
md sentence Jitterbugging is a participle modifying the obj 


ifted to Aim. 
im. The emphasis of the sentence has been shi M 
керш us was to see a dignified person like him jitterbugging 


PRACTICE 4. Using Correct Pronouns 


Correct the wrong sentences and 
make. Four sentences are right. 


EXAMPLE 


Let’s give a Halloween arty, you and Barbie and I. ae osi- 
Let's d a Halloween Bun. Н and Barbie and me. (Me is in арр 
tion with us, the object of Zet.) 
1. Now there are two 
him. 
2. Mother never seem: 
warning. 


ick 
3. Tell whoever comes that Sam and I have gone down to the garage to P 
up the Chevy, 


ou 
Bive a reason for each change y 


: ith and 
people who won't be at the meeting, Hal Keith 


i ithout 
s to mind me bringing home guests for dinner WI 


3 ; ask us 

etween you and me, I don't think it was fair of Miss Waite to 

Whom all the signers of the Declaration of Independence sll 

5. We're determined to show the boys that we girls can ski just 

6.1 Suspected it to p, 
“Whom shall Isa 


as 


3 oye accent, 
© him the minute he said in a clipped British 
У is calling?” 


eople 
Feit the suicide of Richard Cory, who the townsp 
thought had everything а Person could want in life. 

pened to you or I or any other person. 


Ster and me go out alone in the canoe. im and 
friends and йо spend the week end with hi 
his family at Lake Bonaparte, 1 MGE. 
У gh? Why, I used to visit him and Шш wife 
è we just sat on the steps and ier . 
15. Whining Softly, the Puppy curled up between him and I. 

NT 
9 AGREEMENT OF PRONOUN AND ANTECEDE 
9A PRONOUN AND ANTECEDENT 


т. 
4 gende 
A pronoun agrees with its antecedent in number, Learn tg ante- 
ind the antecedent of the pronoun. Then decide w 

cedent is singular or plural, 
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AGREEMENT OF PRONOUN AND ANTECEDENT 9 


SS d TL. 
It's not always easy for a person to admit that he has been in the wrong. 


к 
The hum of a hummingbird is caused by the movement of its wings. 


9B COLLECTIVE NOUN 


А collective noun takes a sin 


gular pronoun when the group is thought 
of and a plural pronoun when the individuals are though 


t of. 


[A pet 
The staff elected its editorial board at today's meeting. 


оке ШЕ”: 
The staff handed іп their articles to the faculty sponsor for checking. 


9С AND 
Two or more singular antecedents joined by and require a plural 


noun. 


pro- 


ы 
Lewis and Clark chose as their guide a French trapper named Charbon- 


neau. 
9D OR, NOR 
Two or more singular antecedents joined by or or пог require singular 
pronouns. 
Either Ben or Larry will lend you his knapsack. (Think of thesentence this 
TNNT Гг ҮРК ҮҮ 
way: Either Ben will lend you his knapsack, or Larry will lend you his 
knapsack.) 4 
Charlotte remembered her lines. 


Neither Jean nor 


9E EACH, EVERY 
r, one, many a, a person, and com- 
Antecedents like 


As a rule, each, every, either, neithe. 
pounds with body and оле take singular pronouns. 
each, anyone, and everybody are especially troublesome. 


tes was given а badge with his name 


Fach of the delega. and school on it. 


= 
Everybody in the bi 
dialog. 


alcony complained that he had missed most of the 


CORRECT COLLOQUIAL ENGLISH: Eyerybody in the balcony complained that 
they had missed most of the dialog. 
the plural pronoun is correct 


formal writing 
y when the pronoun clearly 


particular! 
GRAMMATICAL USAGE 117 


In conversation and in 
with a word like everybody, 


T 
9 AGREEMENT OF PRONOUN AND ANTECEDEN 


with an 
refers to more than one. It is preferable to recast the sentence 
unquestionably plural noun. 


; t of the 
The people in the balcony complained that they had missed mos 
dialog. 


9F YOU 


е, ded. 
Do not use you or your when another pronoun is clearly nee 


те 


to 
И ; u go 
Before bedtime I drink a cup of warm milk because it helps ye 


sleep, 


9G HIS OR HER 


His is generally preferable to the clumsy his or her. 


е group 
Every employee contributes a part of his salary every week to the 8 
charities fund, 


9H ANIMALS 


Masculine pron 


1mals: 
a А { anim: 
ош» are used ordinarily in referring to mos 
neuter Pronouns, i 


" speaking of insects or other small creatures. 
The horse Pawed the ground nervously with his forefi oot. the first time 
A young spider builds a Perfect cobweb without instruction 

it tries, 


91 HIS, ONE'S 


His may be used t 


sider 
one’s better usage, 


"n con: 
0 refer to one, Some authorities, however, 


е : ouse. 
In Japan one removes his (or one's before entering a h 
Shoes 


PRACTICE 5, Using Correct Pronouns 


Select the correct p 
reason for each choice, 


is 
Р rson who ! 
1. It seems that every time I ride оп a train I sit next to a pe 
dying to tell me — life history. (his, their) don't you give 
2. Ifanyone on your Christmas list is a baseball fan, why 
Arthur Daley’s Times at Bat? (him, them) the custom 0 
3. Ifa guest ina Quaker household doesn’t know about тенеке 
Brace before а meal, —__ may be a little baffled by м (he, they) a 
awkward silence after everyone is seated at the pee d hat 
4. Today neither Grace пог Marie likes to be reminde 
bought dresses in chubby sizes, (she, they) 
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е 
ive th 
and giv 
Tonoun to complete each sentence E 


f silent 
be ал 
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i. RELATIVE PRONOUN 11 
- You 
à say ats te) an Australian boy goes to from the band on — 
" e id 
7A нау nor Sam has finished —— term paper. (his, their) 
thé pest mittee to write a new constitution will hand in —— report at 
o Ihave meeting. (its, their) 
heh vea things to do and 
ciousl inger saw a person $ 
Can y. (him, them) 
ae judge a person 
Which vrangler on Tschirgi Ranch in Montan 
- Since food in rotation. (he rides, they ride) 
trails of lg lodging are available at the huts scattered along the 
or several d ppalachian Mountain Club, one can tramp 1n the woods 
al days without having to break —— back carrying equipment 


a Ta 
nd provisions. (his, their) 


a short time in which to do — (it, them) 
he disliked, she would bark at —— fero- 


Бу—— handwriting? (his, their) 
а has eight or twelve horses 


10 
RONOUN 


10A 


COMPOUND PERSONAL P 


INTENSIVES, REFLEXIVES 


Tw 
О us 
reflexives, es of compound personal р 


ronouns are as intensives and as 


INTENSIVE REFLEXIVE 
Sometimes I hate myself. 


I m 
iq Г prefer modern music. 
you bake these cookies yourself? Learn to laugh at yourself. 


e the compound personal 


lop 
NOT suBJECTS 
writers do n à 
self, yourselves, himself, 


M 
р Ost careful speakers and 


Nou; 
herser S 3S subj «selves, YOUrsey» 
SCIP n.n jects. Myself, ОШ 1% < Sers P ie 
ег” лү self and themselves are compound personal pronouns. "His 
theirselves” are incorrect forms. 
Ts H himself? 
erbert going by hisself? 
Im are you? 
fine, thanks. How's-ye9rse"" 
This evening Jan and 1 are going to see an amateur production of 
1 llbert and Sullivan's Jolanthe. 
1 
Na RELATIVE pRONOUN 
WHo 
‚ WHICH, THAT that, to 
бы refers chiefly fo persons; which, t pu b a dn 
5, ani M 7 ay be use Ыр 
that 219 animals, or things: ed pss The relative pronon" that 
үле} "es, but it is ПОЇ used in non- 


Nat ig 
ij 255 tho 
ofi ught of as ап in А 
len used in essentia subordinate clauses. 
GRAMMATIC 


ЇЇ ReLative PRONOUN 


В ; lause 
tial clauses. The omission of ап essential subordinate C 
en ш à ана 
changes or destroys the meaning of the Principal clause. 


ре аа ке sleeping 
ing about the colonial sluggard waker, who awo il on 
: а 0 the congregation by means of a foxtail or an iron ba 
long stick. А | КО 
О of the most famous of Nevada’s ghost towns is Hamilton, whi 
1869 had a population of thirty thousand. 


А ial clause. 
States that flows due north, (That flows due north is an перга б 
Omitting it would destroy the meaning of the principal clause. 


is 
" what 1 
What never has an antecedent. The relative pronoun 
equivalent to that which, 


I don't know what you mean, 


PRACTICE 6, Choosing Correct Pronouns 


ntence 
Select the correct or Preferred pronoun to complete each se 
Give the reason for each selection, 


1. Girls don’t like 
which, who) 


ееп 
2. I spent an hour or so calling ЧР my friends, all of — had already 5 
the movie, (which, whom) i inters іл 
3. The wood thrush, — ha а lovely, flutelike song, spends its win 

Central America. (that, Which, who) aine (0 
4. The BYpSy moth, —_ jg common in the eastern states from К 

ew Jersey, strips and in time may kill trees. (that, which, uk G 

5. Jess and — are building a darkroom in one corner of the ce 


what, 
boys — use an automobile horn for a doorbell. ( 


at 
А world 
8. The men — work in the International Mail Service have the : 
their fingertips. (which, who) : jes 
9. After the examination Suc and Barbara gorged —— on pizza p t 
Топу”, (theirselves themselves) day mortibe> 
10. Madeline Clark and Work at the Red Cross every Saturday E 
E myself) Р ils, 50 
11. Та Jefferson High there are many ambitious, hard-working pupi 
of — graduate in three and а half years. (which, whom) 
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RELATIVE PRONOUN 11 


12.0 
- On Friday ni 
$ y night Jo я 
quare Garden. (l, or are going to the hockey game at Madison 


PRA 
CTICE И 
Chas 7. Using Correct Pronouns 
the se the c 
зев, Explain vx or preferred pronoun in each pair of paren- 
use in the sentence of each word selected. 
vsmith was Upton Sinclair. 


lo 
nm 
Ruth her | алу that the author of Ато? 
' е ure that it wasn’t (he, him). (Who, Whom) did you say 
1 etween 
3. Чоп t you ius and (I, me), Cornelia isn't the outdoor type. Why 
ball Redfern ap н Ra (who, whom) you're sure likes to skate? 
Е down wd een Matt and (I, me) of rolling the bowling 
m , us, we) tw i 
Dad m) Hp you вороной 18 ) two are not the guilty ones. (Who, 
5, Yer, whome Wendy and (I, me) take the kittens. Give them to (who- 
all and (he i has a cat-loving father. 
acant lot Бес im) have built (theirselves, themselves) 2 clubhouse in а 
er living roo ause Mrs. Delaney objected to (their, them) cluttering up 
$ either ae with airplane models and glue pots. 
7 Until we c nor (I, me) had any idea (who, whom) the murderer was 
it was eA the last page- 
rilliant m encouraging to (US, we) boys to read that James Wai 
Schoolwo, ed of the first practical steam engine, did as poorly in 
Ift eresia as Keith and (I, me) do. 
(L me) inyone (who, whom) you think might be willing to help Ed and 
three, paint scenery, tell (him, them) to come to the auditorium about 
* Since ne; 
1o, ate ШРЫ. Dudley nor (he, him) 
* (Who, Who let's you and (1, me) prac 
Glar om) do you think will su 
y or (I, me)? 


a 


tt, the 
his 


оо 


сап р!аў tennis until (bis, their) chores 
tice OUT serves. i 
pstitute for Holton in left field, 


TE 
ST 
4 
B (Mastery). Pronoun 


N 

the umb 

us first it your paper from 1 to 20. 

wetted alicized word ог expression in the se 
, and 2 if the second is right OT preferred. 


Ord 
of five people, 


(Right — Wrong = со. ) 
is Rey causes the death 4 
уе been destined for 


. The 
(1) мра of the bridge of san Luis 
2. Some rea (2) whom, Brothe Juniper feels, must ps e 
s son to die at t at partic ar momen in V ONE Yo ү 
in Nia Dad don't like һе idea of (1) 24" ng rl 

* You + Jalopy. 
К) nis are playing 
o (2) Whom did У 


er-finals. 


quarter-fina'S., 
Lune is? 


d (1) 1 Q) me in the quà 
y the composer of Clair de 
GRAMMATICAL 


Joel ап 
ои sa 


Aw 
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11 RELATIVE PRONOUN 


5. Bring your money for the prom tickets to Steve Porter or (1) Z (2) i 1 

a c ДИЙ had made sugar doughnuts and popcorn balls for (1) M" 

п he ула y does off or winning the gun a А4 

оле marry Clym Yeobright, (1) who (2) whom she el 

k i codd ЖЕ and (1) Ле (2) him, we'd probably still be 105 
in the wilds, 


ing the leaves 
10. Mrs, Carney gave Charles and (1) J (2) me a dollar for raking 
on her lawn. 


Р f 
а miners © 
11. The baby named Thomas Luck softens the hearts of the e child's 
Roaring Camp, one of (1) which (2) whom drowns trying to sa 
life. 


CMM 


12. If you see an 


fresh pot of coffee ready in a few minutes. 
13. Cliff and (1) 


е hurdles. 
I (2) me won first and second place in the рү | 
14. (1) Us (2) We girls are making surgical dressings for i this morning: 
15. The bus driver and (1) Z (2) myself had a few harsh wor jn thinks (D ^ 
16. Whenever anyone compliments Mary on her appearance, 5 
is 2) they are just trying to be kind. 
17. Miss Arm: 


18. The Barclays had a d 


Elaine. |. 
aughter (1) which (2) whom they e (2) the 
) whoever (2) whomever that is on the phone i 
can call back in a half h 


Correct Verbs in his 
i illy i 
Out the window to a girl watching Billy 
carriage, “Leave him lay; 


;Im learning him to set," she sho 
was not in the habit of usi 


text 
Ing verbs Correctly. Teachers and t 
can acquaint you with the princi 


important part, habit formation 


id 
; Verb a 
TEST 5A (Diagnostic), Verp except Agreement of 
Subject Є Р 
wri s 
Number your paper from 1 to 20. Next to each number € 


eL. is correct ОГ 
the first italicized word Or expression in the sentence wai: (Right 
ferred, and 2 if the Second is right. Do not write ^ ta T study. 
Wrong = Score) The rule numbers are given for late 
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TENSE 1 9 


1. If Diana (1) had (2) would have noticed the price tag on the hat, she never 


would have tried it on. 200 

Mrs. Bingham intended (1) to have knitted (2) to knit argy: 

grandsons for Christmas. 21Ё 

3. Randy seized the blazing wastebasket and (1) ran 
window. 21D 

4. After an hour's search I found my ring (1) /aying (2) lying in à curl of 
dust behind the sofa. 168 

5. (1) Did you write (2) Have you written your bread-and-butter letter to 
Mrs, Chandler yet? 218 

6. Somebody must (1) have (2) of used the piano top for an ashtray. 198 

7. Just as we were complaining loudly about the heat, Ann (1) came 2) come 
in with a pitcher of ice-cold lemonade. 15 

8. When Romeo heard the false report of Juliet’s death, he (1) bought 
(2) buys a powerful poison from an apothecary. 21D 

9. I can't get a good picture of my nephew because he won't (1) set (2) sit 
still long enough. 168 

10. Where were you when you discov: 


fold? 21C 
11. The table looked as if it had (1) fallen (2) fell from the top of the Chrysler 


Building. 19D 

12. Before long the doe found her fawn (1) laying (2) lying wounded beside the 
spring. 168 

13. What (1) shall (2) will we call our new sailboat? 17C 

14. When Aeneas and his companions (1) saw (2) seen the one-eyed monster, 


Polyphemus, they hurriedly set sail. 15 
15. Before long, rumors drifted in that Edward’s army (1) had won (2) won 


the battle. 21C | 

16. When Ernest (1) became (2) become old, his face looked like the Great 
Stone Face. 15 | 

17. Sandy (1) Лайт! ought (2) ought not to have stayed in the water so 
long. 19C 

18. Last week end I (1) have read (2) read Westward Но! 21А 

19. According to the newspaper account, the burglar just (1) laid (2) lay down 
on a bed in the furniture department and slept until morning. 16B —— 

20. When the situation demanded it, Captain Bligh (1) showed (2) shows his 
courage and intelligence. 


Je socks for her 


ю 


(2) runs over to the 


ered you (1) had lost (2) lost your bill- 


21D 


12 TENSE 


12A TENSE 


Tense means tim 
past tense, for past time; 


ed for present time; the 


e. The present tense is us у 
for future time. 


and the future tense, 


PRESENT TENSE Past TENSE FUTURE TENSE 
Tomorrow I shall come 


Now I come yesterday I came п 
Now І bring Yesterday I brought Tomorrow 1 shall bring 
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13 TRANSITIVE AND INTRANSITIVE ; 
i i is preferre 
The present tense is used to express habitual action and is pr 
for a permanent truth. 
CTION: Mr. Greenman walks to work. А " 
es TRUTH: Dad explained that air is an excellent insulato: 


: tenses, 
Since we cannot express all our thoughts with these three 
we have three additional tenses called the "perfect tenses. 


12B PRESENT PERFECT Pm. 
The present perfect tense represents action completed at pin prese nt. 
nite past time or continuing (at least in its consequences) in 


5 i t 
Millicent has sent her short Story to the Atlantic, (Indefinite past) 
I have hada headache all day. (I still have it.) 


ч i ast) 
Joy has seen Laurence Olivier’s Hamlet five times, (Indefinite р: 
12C PAST PERFECT 


The past perfect te 


t 
e pas 
nse represents action completed before som 

time. 


When I saw the dism 


Е t I had 
ayed expression on Betty's face, I realized tha 
Spoiled her surpris 


©. (The spoiling preceded the realizing.) 
12D FUTURE PERFECT 


The future perfe 
some future time, 


By the end of th 


: d before 
€t tense represents action that will be complete 
It is seldom used, 


eS 
А nd mil 
© summer we shall have driven over six thousa 


13 TRANSITIVE AND INTRANSITIVE 
13A TRANSITIVE, INTRANSITIVE 


A verb is transitive if it h 
Other verbs are intransitive, 


In the days of the Rom 
is transitive, because 
In the days of the Rom: 
(The subject, trouser 


‘ect is acted upo™ 
as an object or if the subject is acte 


e 
wor 
i ^ rs. ( 

an Empire only barbarians wore trouse; үч 
it has a direct object, trousers.) ly bv barbaria? 
an Empire trousers were worn only by 

5, is acted upon.) 


use 
nE : ive beca 
In each of the following Sentences the verb is intransitive, 


(1) it hasn't an object and (2) the subject is not acted upon. 


Р : t beer. 
Carbon dioxide accounts for the fizz in your glass of roo 


enth 
he price of tea in London toward the end of the ѕеуепіс 
ranged from $25 to $30 а pound. 


never 00% 
4 i rms 

iing is the fastest sport on two feet. (Be with all its fo 

an object.) 


century 
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ACTIVE AND PASSIVE 14 


A verb may be transitive in one sentence and intransitive in another. 


TRANSITIVE: Lynn played the piano for us after dinner. (Played has a direct 


object, piano.) 
INTRANSITIVE: Lynn played for us after dinner. (РЁ 
\ : : layed does not have a 
direct object. The subject is not acted upon.) SE 


ss few verbs like be, seem, and appear are always intransitive. 
| Ж. а verb connects а predicate nominative or predicate adjective 
with the subject, it is a linking verb and is intransitive. 


) чавон ae 
Martha seemed upset about something. 


| SAR ITE. 
This milk tastes slightly sour. 


14 ACTIVE AND PASSIVE 


_A transitive verb can say the same thing in two ways. It has two 
voices, A transitive verb is in the active voice if it has an object and in 
the passive voice if the subject is acted upon. Intransitive verbs lack 


voice. 
Active: The cook threw fire irons, saucepans, plates, and dishes at the 
Duchess. (The cook acted.) 


PAssivE: Fire irons, saucepans, plates, 
by the cook. (Fire irons, saucepans, plates, 


and dishes were thrown at the Duchess 
and dishes were acted upon.) 


14A VOICE 
A verb that has a direct object is transi 
acted upon, the verb is transitive passive. 
and, as such, lack voice. 
A chamois can leap over ravines 
there is no object and the subject is not acte 
is intransitive and lacks voice.) n 
(Intransitive) 


The Bermuda Islands consist of coral skeletons. 


tive active. If the subject is 
Other verbs are intransitive 


sixteen to eighteen feet wide. (Since 
d upon, the verb can leap 


s includes some form of beasa 


e alway: 
ven, has been driven, had been 


A verb in the passive voic 
will be dri 


helper: is driven, was driven, 
driven. 
PRACTICE 8. Recognizing Transitive Active, Transitive Passive, 


and Intransitive Verbs 
m А1 to 10 and from ВІ to 10, Beside 


Number your paper fron to 
ntransitive verb, t.a. for a transitive active 


each number write i. for an 1 i 1 
verb, and t.p. for a transitive passive verb. Give the direct object of 


every verb you label t.a. 
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NAVIGATION 


i have 
igation has an interestin history. 2. For centuries men eL 
et doar pen the sea. 3. Modern methods of nagivation, pee 13 
m ly recent. 4. In ancient times sailors felt their way from РЕ This 
meer the coast. 5. Seldom did they sail out of. sight of land. 6. 
ee of navigation is called “coasting” or “piloting.” " piai 
7. The first steps toward scientific navigation were made by he horizon 
cians and the Greeks. 8. From the height of the Pole Star above ates СОГ 
they calculated their location. 9, In the twelfth century the mari ene 
pass was used for the first time. 10, This is still the navigator's mos 
instrument. | | — E 
B. 1. By the time of Columbus and Magellan the location of 2 P staff. 
i i 5, the astrolabe and the cro 4s 
> Very satisfactory. 3. Long 


Paris perfected the chronometer. 5. This ver 
time at Greenwich, London — 0° longitude. invented 
The forerunner of the modern Sextant, the quadrant, was аы measure 
in the eighteenth century. 7, With this instrument a navigator cou igne 
accurately the height of the 


ё re desi 
sun or a star, 8, Nowadays sextants are 
for split-second calculations. 


hese new inventions 
on his famous Voyages of dis 
navigation has been greatly 


Cook 
Were an invaluable aid to Captain Ж Modern 
covery in the South Pacific region. 10. 
aided by the use of the radio. 


15 PRINCIPAL PARTS AND CONJUGATION 


‚ а оп!” 
Conjugating a verb is giving all its forms in order. Study the co”) 
gation of to see оп pages 320-321, 


PRACTICE 9, Conjugating 
Conjugate buy and run, 


Sometimes the pres 
attacking, beating. 


| icinle by à 
regular verb forms the past tense and past participle by 
ed or d to the 


as 
and р 
defeated, defeated, Verbs that do not form the past "€ : princip? 
participle in this Way are irregular, The dictionary give 
parts of irregular verbs only. 


А f2 
iciple 0 
Do not drop the d or ed of the past tense and past particip] ast 


id is the P^ 
regular verb: asked, helped, walked, seemed, used. Said is 
tense of say. 


Mrs. Randall asked me to dinner. 
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PRINCIPAL PARTS AND CONJUGATION 15 


FORMATION OF TENSES 


If you know the principal parts of a verb, you can readily form the 


six tenses. 
PRESENT TENSE Past TENSE PAST PARTICIPLE 


Principal parts of choose choose chose chosen 


ACTIVE VOICE (Tue SUBJECT ACTS.) 


Present tense = first principal part = I choose, he chooses 

Past tense = second principal part = I chose, he chose 

Future tense = shall or will + present tense = I shall choose, he will choose 
Present perfect tense = has or have + past participle = I have chosen, he 


has chosen 
а + past participle = I had chosen, he had chosen 


Past perfect tense = Ла 
Future perfect tense = shall have or will have + past participle = I shall have 


chosen, he will have chosen 


PASSIVE VOICE (THE Susyect Is Астер UPON.) 
Present tense = ат, is, or are + past participle = I am chosen, he is chosen, 


they are chosen 
Past tense = was or were + past participle = I was chosen, they were chosen 
Future tense = shall be or will be + past participle = I shall be chosen, he 


will be chosen 
Present perfect tense = has been or have been + past participle = I have 


been chosen, he has been chosen 
Past perfect tense = had been + past 


been chosen 
e = shall have been or will have been + past participle 


Future perfect tens 
= I shall have been chosen, he will have been chosen. 


participle = I had been chosen, he had 


Study the principal parts of the following irregular verbs: 
PRESENT PERFECT TENSE 


PRESENT TENSE Past TENSE (Past participle in italics) 
1 
I begin ] began I have begun 
Т drink J drank 1 have drunk, drunken 
I ring I rang I have rung 
I run I ran I have run 
I shrink I shrank I have shrunk 
I sing I sang ] have sung 
Isink I sank I have sunk 
I spring J sprang I have sprung 
І swim І swam І have swum 


Rung, shrunk, sung, sunk, and sprung are permissible in the past tense 


but are seldom used. 
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2 
I have broken 

i Wed : oe I have chosen 
I сеге I froze I have йш. 
I speak I spoke I have spoke 
I sil I stole I have stolen 
Iswear Iswore I have sworn 
I tear I tore I have torn 
I wear I wore I have worn 

s 
I blow I blew I have blown 
I fly I flew I have flown 
I grow I grew I have grown 
I know I knew I have known 
I throw I threw I have thrown 

4 
I arise I arose I have сн 
I drive I drove I have aret 
I ride I rode I have riade 
I rise I rose I have rise 
I stride I strode I have д ” strived 
I strive I strove, strived I have po thrive! 
I thrive I throve, thrived I have thrived, 
I write I wrote 


I have written 


PRACTICE 10, Using Correct Tenses 


Write sentences containing the 


; ring? 
past tense active of begim Tens? 
now, throw; the present per ar, steal 
wim, wear, break, freeze, n o, strides 
drive, arise, ride, rise, Yi a you 
; Write; and the past tense passive of ‘freeze, break, an forms 


he 
each or use a number of t 


PRINCIPAL PARTS OF OTHER VERBS 
Which of these verbs are regular? 
PRESENT TENSE 


Past TENSE Past PARTICIPLE 
attack attacked ses 
be was pare 
bear (carry) bore eaten 
beat beat Become 
become became 
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PRINCIPAL PARTS AND CONJUGATION 15 


PRESENT TENSE Past TENSE PAST PARTICIPLE 
bite bit bitten 
bring brought brought 
burst burst burst 
buy bought bought 
climb climbed climbed 
come came come 
dive dived dived 
do did done 
drag dragged dragged 
draw drew drawn 
drown drowned drowned 
eat ate eaten 
fall fell fallen 
forget forgot forgotten, forgot 
get got got, gotten 
give gave given 
go went gone 
hang hung hung 
hang (on gallows) hanged hanged 
hurt hurt hurt 
lay laid laid 
lead led led 
leave left left 
lie (recline) lay lain 
say said said 
see saw seen 
set set * set 
shake shook shaken 
show showed shown, showed 
sit sat sat 
slay slew slain 

: swung swung 
ан took taken 
teach taught taught 


Dove as the past tense of dive is an accepted colloquialism. 


PRACTICE 11. Using Correct Verb Forms 
i ly the active 
Insert in each sentence the verb form named. Supply V 
voice of a transitive verb unless the passive 15 asked for. When in 
doubt, consult the conjugation on pages 320-321 or the list of prin- 
cipal parts. 
1. When King John (раз 


become) angry. nd : 
2. Eileen (it perfect of take) the driving test three times. 


t of see) the provisions of the charter, he (past of 
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3. After the other guests (past perfect of go), Connie and Jim (past of give) 
a demonstration of the Charleston. m 
4. After Julius Caesar (past perfect of drive) the Germans out of Gaul, 
(past of bring) the entire province under his control. ing) in 
5. I (present perfect of forget) most of the folk ballads we (past of sing 
camp last summer. perry 
6. When Robbie (past of swing) the door shut, one of Mother's cran 
glasses (past passive of break). t of 
7. After she (past perfect of ear) a sample of her own pie, Clara (pas 
give) the rest to те. ies 
8. Pam and I (past perfect of know) about the surprise party for ber 
9. After Thomas Jefferson (past perfect of write) the first draft of the d their 
ration of Independence, Benjamin Franklin and John Adams adde 
Suggestions, ) that 1 
10. When Dad (past of come) downstairs whistling, I (past of know 
(past perfect Passive of forgive). 
11. By dinnertime on Christmas Day, Billy (past perfect of break) 
his new toys. : during 
12. The Liberty Bell cracked in 1835, when it (past passive of ring) 
the funeral of Chief Justice John Marshall. stole) t€ 
13. Just as the detective was about to reveal who (past perfect of st f the 


у out 0 
necklace, I found that a page (past perfect passive of rear) out 
magazine. 


14. To my dismay Mrs, Wei 


most of 


А һ time 
тріе (past of begin) to describe for the fift 
р exactly how she (past perfect of fall) on the icy sidewalk. t the water 
5. Wendy (past of run) upstairs excitedly to announce that one © 
- Pipes (past perfect of burst), 
17 In 1780 Major John André (past passive of hang) as а 5ру. 
+ After Beowulf (past Perfect of slay) Grendel, the monster's m 
vengeance, (prese? 
7 A Tanger in Yosemite National park told us that often bears (P 
perfect of bite) the hands that fed them. andfathet 
19. For nearly one hundred years the heavy pendulum of the gr: Р 
clock (past of swing) tirelessly back and forth. А and (pas 
20. The frightened recruits (past perfect of throw) their rifles away 
perfect of climb) to the top of the mountain. " 
21. For twelve hours Chris and I (past perfect of eat) nothing. astof th 
22. Mrs. Harper (past of come) out and (past of say), “Who (p 
the snowball?” 
23. Phyllis (present perfect of break) an antique teapot. у , 
o During the night the water in the bucket (pust iem ше fect 
5. Yesterday the postman (past of brin ) me good news. st per 
26. In the middle of Colonel Archer's eh Emily’s balloon p el- 
of burst) with a loud pop. f do) some тагу 
27. At the meeting we (past of see) a magician, who (past o 
ous tricks. ; ther 
28. As soon as the bell (past perfect of ring), I (past of begin) to gà 
books. 


other sought 


rO w) 


up ™ 
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SIT, SET, LIE, LAY, RISE, RAISE 16 


29. For lunch that cat (present perfect of ear) a mouse and (present perfect 
of drink) a saucer of milk. 

30. Unfortunately the paper on which the message 
write) (past passive of tear) into several pieces. 


(past perfect passive of 


PRACTICE 12. Using Correct Tenses 


Use in sentences the past tense of come, do, burst, give, become, see, 
run, beat; and the present perfect tense of do, come, take, ride, give, 80, 
see, eat, fall. You may use two or three of these verb forms in one 


sentence. 
PROGRESSIVE AND EMPHATIC FORMS 


What's the difference in meaning between these two sentences? 

When I arrived, Bill left. 

When I arrived, Bill was leaving. 

Use the progressive form of a tense for an action that is going on at 
the time referred to. (Progressive = in progress) The progressive form 
combines the helping verb to be with the present participle of the main 


verb. 
PRESENT: 1 am working PRESENT PERFECT: I have been working 
PAST: I was working past PERFECT: 1 had been working 

I shall have been working 


FUTURE: I shall be working FUTURE PERFECT: 


ombines the helping verb to do with 


The emphatic form of a tense с 
It is used only in the present and 


the present tense of the main verb. 
the past tense. 


PRESENT; I do work past: I did work 


LIE, LAY, RISE, RAISE 


16 SIT, SET, 
The principal parts ‘of six troublesome verbs are: 
PRESENT PAST РАЅТ 
ar PARTICIPLE TENSE PARTICIPLE 

sit (occupy а seat) sitting sat sat 

set (place) setting set set 

lie (recline or rest) lying lay lain 

lay (put down or place) laying laid laid 

rise (ascend) rising rose risen 
raising raised raised 


raise (elevate) 


16A SET, LAY, RAISE 


Set, lay, and raise are, as 
they require objects. Set is 1 


as a rule, transitive verbs; in the active voice 
ntransitive in "The sun is setting,” “He set 


GRAMMATICAL USAGE 131 


16 sr, set, uc, LAY, RISE, RAISE 


out on a long journey,” “The coat sets well,” “How soon will the 
cement set?" and "That hen is setting on fourteen eggs." Setting hen 
is good idiomatic English. “The coat sits well,” “The hen is sitting ОП 
fourteen eggs,” and “sitting hen” are correct also. 


16B SIT, LIE, RISE 


Lie and rise are intransitive; 
intransitive. Sit is transitive in 
sit the baby in his high chair,” 

About midnight Barbara laid her book on the bedside table, snapped 

off the light, and lay down to sleep. (Book is the direct object of laid. 
Lay has no object.) 
Pushing ahead of me, the 


the bench beside her. 
of set.) 


If you want to ask a question raise your hand, wait to be recognized, шы 
then rise to your feet. 


they do not take objects. Sit is usually 
“He sat me down in a chair” and “I 


woman sat down heavily and set her bundles of 
(Sat has no object. Bundles is the direct obj 


and Raise 


: Р i r 
Correct the wrong sentences and explain according to meaning У 


grammar each change you make. Write C after the number of a corre 
sentence. Five sentences are right. 


PRACTICE 13, Using Lie, Lay, Sit, Set, Rise, 


EXAMPLE 


After lunch Beth went up to her room and laid down. en 

After lunch Beth went up to her room and lay down. Since there 1S 2) 
direct object, lay, the past tense of the intransitive verb, is correct 
Or: Lay, the past tense of the verb meaning recline, is correct. 


- At night Lord Jim liked to set and tell stories to the sailors on board ship- 
The children had left all their toys laying around the living room. 

Save time to lie down for a while before the party. 

The cake didn't raise, because I had left out the baking powder. 


- When I woke up the next morning I felt as though I had been laying ОЛ 
a bed of spikes. 


PUPH 


6. Don’t you want to set nearer the screen? 

7. Sam is sure he laid his wallet on the dresser before going to bed. 

8. Every pay day, and for one or two days afterward, I was setting on top 
of the world. 

9. Jamaica lies in the Caribbean Sea, ninety miles south of Cuba. 

0. Please sit the plant on the window sill. 

1. Coming from Florida, I was surprised to find the snow s 
ground. Ж n 

12. The significance of the incident lays in its effect on the People in the lowest 
income group. 


till laying on the 
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SIT, SET, LIE, LAY, RISE, RAI 


n y Eppie set down by the fire. 
is it scythe laid in the rain so long that it got rusty. 
ia " ackie has laid under the elm tree all afternoon. T E. 
1 UH laid his knapsack on his cot and sank wearily down beside it. 
18. H hen I opened the garage, I found my rabbit laying on the floor. 
aR а laid іп the hammock while I washed the car. 
20 other has laid down for a nap before dinner. 

- What's that package lying on the radiator? 


PRACTICE 14. Using Troublesome Verbs 
Fill each blank with the correct form in parentheses. Be ready to 
explain your choice. 


It had looked like the beginning of a lazy Saturday afternoon. Dad was 
easy chair beside the radio, and I 


EID (setting, sitting) comfortably in his 
“аз —— (laying, lying) on the couch. I had —— (sat, set) a tall glass of 


Binger ale within reach. 
. "Army," said Dad, “is —— (laying, lying) in wait for Michigan and will 
Win easily.” i 
. “Don’t be too sure,” I warned. “Michigan hasn't — (laid, lain) down 
in any game this season." 
when it was Michigan's ball on the 


Toward the end of the first quarter, 
We thought she had gone upstairs 


Army ten-yard line, Mother bustled in. 
Lo (lay, lie) down for a nap, but apparently there was something on her 


mind. “George, dear,” she said, "since you're just —— (setting, sitting) 
around doing nothing, would you help me rearrange the furniture? Гуе 
been —— (laying, lying) in bed thinking about this room, and I’ve decided 
we ought to —— (set, sit) your chair down here by the window and move 


the radio to the far corner." n 4 A ў 
“Move the radio!" Dad gasped. "Listen, Madge,” he said hurriedly, 
—— (laying, lying) his hand protectively across the radio, after this game 
ГЇЇ move anything you Wi thing. But right now 1 — 
“George, I just won't be able to gain for my after- 
noon rest until I’ve seen how it looks." ulled out the 


plug. “Now we'll just lift it up and — — (set, sit) it down over t a 
Dad sprinted EE the POOR with the huge radio, —— (sat, set) it down 


With a thud, and started crawling around on his hands and knees looking 
for the outlet. After a moment we heard Bill Stern's voice announce à first 
down for Army. Dad —— (sat, set) back happily in his chair. “You were 
tight, dear,” he said. “The radio does look better in this corner. 


PRACTICE 15. Using Correct Verbs 
In a short narrative ога series of sentences use the words Jie, Lying, 
lay, lain, laying, laid, sit, sitting, Sat, Set, Setting, rise, rising, rose, risen, 
raise, raising, and raised. 
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20 моор 


had 
If we-veuld-have started at su 
Pittsburgh before sunset. 
practiced 


t 
If Carol -weuld-praetice- regularly (she doesn't), she'd be an excellen 


pianist. 


А ыа ей 
nrise (we didn’t), we would have reach 


But: WB 
But: If Fred goes to the game on Satu 


20E WISH 


The subjunctive is Preferred for a wish. 


I wish I were goin 


Б to the Rose Bowl game. 
Was...) 


а n 1 
(coLLoQuiAL: I wish 


20F AS IF 


The subjunctive is also used 
that, I ask that, 


PRACTICE 16, Using Correct Verb Forms 


" te 
Select the correct or preferred word or expression to comple 
each sentence, 


‚ Pam must — got off at the Wrong station. (have, of) 
I 


Wish I ~— about ten pounds lighter. (was, were) 


the garage window. (broke, broken) 
ч back in a half hour? (May, Can) 7 
leave all her Studying until the night before the exam 
(hadn't ought, ought not) 
6. If Dad >. here, he'd get the car started Somehow. (was, were) home 
7. Ellen might given her mother a little warning before bringing 

four dinner guests. (have, of) тае 
8. If you ied the recipe instead of your woman's intuition, 

е 


biscuits wou! a little easier to bite into. (had, would have) 
9. When we find out wheth 


10. Judy looks as if she —__ mil 
11. You should have — to th 


е faculty vaudeville show. (gone, went) ) 
12. I wish I remembered to рас my bathing suit. (had, would have 
13, I see your color slides of the © icni 


14. After putting on her make-up for the Play, Sally looked às though she 
—— a ninety-year-old woman, 
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15. If you —— warned me, I would never have started discussing politics 
with Mr. Erben. (had, would have) 

16. One of us to wait for Jerry. (had ought, ought) 

17. Just as Alice was wishing that she —— small enough to get through the 
doorway, she found a bottle labeled “Drink Me." (was, were) 

18. If Bob —— invited me earlier, I could have gone. (had, would have) 

19. It must have —— a lot of courage to set out on the Pacific on the raft 
Kon-Tiki. (taken, took) 

20. If I — studied shorthand and typing in high school, I could find a job. 
(had, would have) 


21 USING TENSES CORRECTLY 
21A PAST TENSE 


Use the past tense for action completed in the past. When the past 
tense is used, frequently a word, a phrase, or a clause in the sentence 
Or in a preceding sentence places the action at a time in the past: 


Yesterday, last year, once. 


Yesterday afternoon I —— my driving test. (have taken, took) (The 
taking was completed in the past; ‘ook, the past tense, is correct.) 
This morning I —— alone for the first time. (drove, have driven) (The 


driving took place in the past; drove, the past tense, is correct.) 


21B PRESENT PERFECT TENSE 
Use the present perfect tense to represent action completed at some 
indefinite past time or continuing in the present. 
How do these sentences differ? 


ree days in bed with a bad cold. 


Connie spent thi t 
bed with a bad cold. 


Connie has spent three days in 

In the first sentence spent, the past tense, describes an action com- 
pleted in past time; Connie is no longer in bed. Has spent implies 
that Connie is still in bed; it refers to an action continuing in the 
present. 


WRONG: Did the New York train leave yet? 
RIGHT: Has the New York train left yet? 

The yet shows that the speaker wishes to ask about all time up to the 
present minute; therefore the present perfect is correct. The question 
“Did the New York train leave on time this morning?” is correct, 


because the past tense refers to a particular past time. 
We have turned the back yard into a skating rink. (It is still a skating 


rink.) Р 
Jerry Andrews has written а story for the Quill contest. (Indefinite past 


time) 
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21C PAST PERFECT TENSE а 
Use the past perfect tense to place one past action before another. 


1 t. (Both 
‚ Witherell said that Mary had already left. for the concer 1 E 
ge and the leaving took place in past time, but the leaving too} 


is 
Place before the saying. Hence the past perfect of leave, had left, 
used.) 


Just after I had scoured the 


on 
sink, I noticed a pile of greasy saucepans 
the stove. 


PAST: I noticed a pile of greasy saucepans on the stove. 
EARLIER PAST: I had scoured the sink. 


EXCEPTIONS 


When thi 
laugh. 


When I saw Beverly at the hospital I hardly recognized her. 


to 
е family heard my new money-making scheme, they began 


In these two sente 


И иу the 
псеѕ the time relation is too close to justify 
use of the past perfect 


PRACTICE 17, Using Correct Tenses 


Complete the following sentences, 
insert and explain why this tense is cor: 


sit 

1. a ang Don’s invitation, 1 remembered that I — to baby 

or Mrs. Douglas that night, (promise) rs. 

2. He Mindrums hate to leave ЫТ they —— in for twenty-five yea 
ive) 


3. My Aunt Solveig — her childhood in Copenhagen. (spend) 
4. Dexter calmly announced th: 
5 


at We — out of gas. (run) +. ribs. 
E: ae te days before Mal discovered that he two of his ТЇ 


А ou 
Give the tense of each verb У 
rect, 


iss) 
Since he started his Present job John —_ only one day of work. (mi 
- Last season our basketball team —_ every game it played. in) arty- 
. Celia read a Poem that she — — especially for Janet's farewell р 
(write) 
9. Last week I — my Christmas shopping. (finish) 
10, Now Sue wishes she —_ typing Rie Pu to college. (take) 


90-10 


PRACTICE 18. Using Past and Perfect Tenses 


the 
Write three good Complex sentences in which yoususe pm 
past tense and three in Which you use correctly the past perfec 
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21D TENSE SHIFT 


Do not carelessly shi 
у shift from 
Present tense to the past. om the past tense to the present or from the 
comes 


Roxa i y i 
ne retires to a convent near Paris, where Cyrano-eame- daily to 


see her. 
jumped 


The car jerked to a stop and out jumps-the excited driver. 


21E PARTICIPLE, INFINITIVE 


RE V aia seg action earlier than that express 
ense of the ici infinitive: 
Present tense. participle or of the infinitive; 


ed by the main yerb, use the 
otherwise use the 


Martha planned to spend her Christmas money for a cashmere sweater. 
| hence the present infini- 


(The spending did not precede the planning; 


, ive is right) 
am sorry to have missed the play. (Missing the play came before being 
Sorry; hence the perfect infinitive is correct.) 


Having been worn to exhaustion by Petruchio’s bullying, Katherine be- 
being worn to exhaustion precedes 


comes a quiet, dutiful wife. (The 
the becoming.) 


21 

F MIGHT, COULD, WOULD, SHOULD 

aft Might, could, would, and should, not тау, 
ег a past tense. 


can, will, and shall, are used 


e the car this evening. 


Dad says 1 may tak 
ke the car this evening. 


Dad said 1 might ta 


Practice 19, Using the Correct Tense 


s and give a г 
umber of every correc 


eason for each correction 


Corr h ntence: 
ect t wrong se Five 
е wrong t sentence. 


Es make, Write C after the n 
tences are right. 


[е birds were spreading the n that 
When T repe id den raped т think of all the boys who gave 
4. тй ain ас ШЕ Voraus edis if I would like to live in 
е сошшу а month e SUPE ens or and ewe e tete 


boat, 
- Professor Michaels wanted to have see 
7. these prehistoric monsters. 
Is there any way І сап help you? 
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hat they have survived the storm. 


wn 


п for himself the footprints of 


21 usne tenses correctLy 


beach with us. : 
- Polly would have loved to have gone to the ; ри 
Аана to Valley Forge, Washington’s army spent a terrible w 
f cold and privation. wand 
10. Tuis I Wd about to get onto the bus, a Stranger comes over to m 
hands me a transfer. 
11. We hoped to make a profit on the dance. . 
12. Gary didn't ski since his accident on the Nosedive. | ith his strange 
13. William Legrand intended to havé confounded his friend wit 
revelation of Captain Kidd's hidden treasure, | : Hoaret 
14. Lydia and Kitty, the two youngest daughters, are silly girls w ae cuti 
dashing into town in search of pleasure, while their s Жа 
always be found reading a book and trying to learn somet eae ЫП mid 
15. Having completed his assignments, Don read Moby Dic 
night. 


16. A fierce attack followed, and Seventy-five of the enemy are killed. 
17. Joe didn’t play hockey since his accident, 
18. Mr. Wilkins ҷу. 


: that 
as taken to a hospital, where the doctors discovered 
he fractured his skull, 


M 
19. I was graduated from Thomas Jefferson High School in June with 
academic diploma, 

20. 


[4 
Euer ae em. 
The Saxons disliked the Normans because the Normans conquered i 


TEST 5B (Mastery), 


ib- 
] Verb except Agreement of Verb and $1 
Ject 


А if the 
- Next to each number write Z i 


Number your Paper from | to 29 rred, 
first italicized wor n the sentence is correct or prefe 


| d or expression i 
and 2 if the Second 


ge :oht — Wrong 
IS right. Do not Write a word. (Right — W. 
= Score) 
š "8 
1. The “island” that Sindbaq and some of his crew visit (1) turned Q) tr! 
Out to be a huge whale asleep, 
2. 


he Victorian novelist 
(2) wrote a thousand wo 


E ying 
3. When | first saw Sooty, she Was a little black ball (1) laying (0 " 
huddled in Опе corner of her kennel, 


А 2 уп. 
4. Mr. Sanford (1) didn’t Рау (2) hasn't paid me yet for mowing Шр me 
ЛГ] (1) was (2) were Mrs, Weaver, 1 wouldn’t let Joey talk Бас 

like that. ismay that the 
6. When Kate returned to the first Store, she learned to her dismay 

Coat (1) had heen (2) was sold, ‘ after 
7. If General Howe (1) ау (2) would have followed up his adne ais 

defeating Washington’s army in the Battle of Long Island, 

have ended the war then and there. a little 
8. Hepzibah was so Poor that she finally (1) had (2) has to ee 

cent-shop. 


cups 
* Mrs. Patterson said we (1) may (2) might borrow her punch bowl and 
for our Christmas party, 


шеп 
Anthony Trollope is said to have (1) wri 
rds an hour. 
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I. 


22 


+ After lunch we (1) /aid (2) lay on the grass un 


AGREEMENT OF VERB AND SUBJECT 22 


Wh 9 
a) af Peggy comes home on vacation, she goes out every night and 
In m. (2) lies in bed until noon every day. 

is morning's paper I (1 ‚(2 а deliv 
Hamilton's ala р (1) saw (2) seen an ad for a delivery boy at 


- At our ; А кеф 
our last meeting we (1) decided (2) have decided to have the invitations 


Printed instead of writing them ourselves. 
der the sycamore tree for a 


half hour. 


- Afi 

і а уз days the cut on Ed’s forehead (1) began (2) begun to heal. 

- What should have (1) taken (2) took more time preparing her report. 
(1) shall (2) will 1 tell Jerry if he calls before you're back? 


what we were whispering about. 


Claire must (1) have (2) of wondered 
e me on the bus looked like Greta 


he wo: 3 
man (1) setting itti i 
arbo. ) 1g (2) sitting besid 


| Моне reminded me that I (1) had left (2) left my bed unmade. 
(1) hadn't ought (2) ought not to wear 


blue jeans when he goes to 


See Ruth Anne, 


AGREEMENT OF VERB AND SUBJECT 


т 
EST 6A (Diagnostic). Agreement of Verb and Subject 


the 
сог : > isi 
Tect, and 2 if the second is right. 


ls 


Number your paper from | t 


o20. Next to each number write / if 


first numbered italicized word or expression in the sentence is 
Do not write a word. , (Right 


rong = Score) Тһе rule numbers are given for later study. 
Huck with his faithful friend Jim (1) drift (2) drifts down the Mississippi 


on a raft. 226 \ 
and white cells in one cubic 


2; 
b (1) are (2) is five thousand to ten thous: 
3 nae of blood. 22С | і 
: mci down all the pins with two balls (1) give (2) gives you a 
are. 22G 
$ Five i ak di 22M 
dollars (1) seem (2) seems rather high for a steak inner. M 
: € number Db » a handful of peanuts (1) are (2) is surprisingly 
arge. 22M a 
6. The committee of air raid wardens (1) are (2) is discussing all phases of 
community defense. 220 j 
$ My parei E ШП (1) was (2) were the best one in the play. 228 
Y can't climb Hadley Mountain unless Mr. Thomson or Mr. Bell (1) go 
) goes wi 2K ў 
^ To me, Tchaikovsky is one of the composers who (1) are (2) is best taken 
In small d 21 А | 
S Bier у one of thé defenders of the Alamo, including the two border heroes 
11 James Bowie and Davy Crockett, (1) was (2) were killed. = 22N * 
Neither my mother nor my father (1) enjoy (2) enjoys playing bridge. 
" 7 1) was (2) were Shattered when 1 discovered that 


One of my pet theories ( 


California. 220, 22N 


it Occasionally rains in 
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: нь that 
3. Arizona is one of the few cotton-growing regions in this country 
13. а) do (2) does not lose crops because of the boll weevil. A — 
14. A plate piled high with cheese enchilada, chicken-and- poles E un 
"шыг Edad Meriem beans, and tortillas (1) was (2) were set 
guest. 22G 


a section 
15. (1) Do Q) Does either of you know what happened to the drama s 
Pos the Sunday Times? 22м 


sole: 22) 
16. A black cap and bib (1) identifies (2) identify the gray chickadee. 
17. Good English, no less 


х Й for 
than good manners, (1) are (2) is necessary 
success. 22G і tial for 
18. List ten qualifications that, in your judgment, (1) are (2) is essen 
anurse. 22H 
19. 


Avery with three assistants (1) was (2) were 
20. 


The thrill of whizzing down a snow- 
greens (1) make (2) makes up for the 


sent to the wreck. pm 
covered trail between rows n 
hard work of climbing. 2 


22A AGREEMENT ОЕ VERB AND SUBJECT 


А verb agrees with its Subject in number and person. is 
; А B EE i шү 
Ordinarily a verb ending in s is singular, but a noun ane 
plural: a bird sings, birds sing; a student reads, students read. 


22B You 


You always takes a Plural verb. “You was” is wrong. 
I wish you were Boing with us, 


22C INVERTED SENTENCE 


3 agree 
When the subject comes after the verb, find it and make the verb ag" 
with it. In a 


Н inar! 
sentence beginning with there the subject ord 
follows the verb. 


York 
In 1950 there were fifty-two licensed women cab drivers in ШУ ; 
City. (The subject, cab drivers, is plural; hence were nbn is plural: 
Here come our hamburgers now. (The subject, hamburgers, 
hence come is Correct.) 


Е ѕ. (Тһе sub- 
On one counter were dozens of brightly colored silk scarves. 
ject, dozens, is plural; hi 


ence were is correct.) 


22D DOESN'T 
Avoid the illiterate error “һе don’t.” 
lar; don’t (do + not) is plural. 


s with the 
I hope Marie doesn’t forget the tickets. (Does forget agree 
singular subject, Marie.) 


is singu" 
Doesn't (does + not) is 
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22E SENTENCE WITH PREDICATE NOMINATIVE 
A verb agrees with its subject, not its predicate nominative. 
Oranges are the mainstay of Marjorie’s new diet. (Are agrees with the 
plural subject, oranges.) 
The mainstay of Marjorie’s new diet is oranges. (/s agrees with the 
singular subject, mainstay.) 


22F POSITIVE AND NEGATIVE 
The verb agrees with the positive subject, not the negative. 


Bill's loud voice, not his loud clothes, is what bothers me most. (Is 
agrees with the positive subject, voice.) 


22G MODIFIERS AFTER THE SUBJECT 

" Don't be deceived by a modifier after the subject. Search out the sub- 
ject and make the verb agree with it. A phrase beginning with 
together with, as well as, or including does not change the number of 


а subject. 


Your first few days in a new job are likely to be confusing and even a little 
frightening. (Are agrees with the plural subject, days.) 

My father, together with several other men in our neighborhood 
invested in а power-driven contraption for shoveling snow. (Has 
invested agrees with the singular subject, father.) 

A deficiency of protein and of certain vitamins probably /eads to a sus- 
ceptibility to colds. (Leads agrees with the singular subject, deficiency.) 


, has 


22H WHO, WHICH, THAT 

То decide what form of the verb to use with the relative pronouns who, 
Which, and that used as subject, find the antecedent of the pronoun and 
make the verb agree with it. A relative pronoun is placed near its 
antecedent. 


On the drama page every 
young people. (That is plural to agree with its antecedent, 70 


i ree with its subject, that.) 
Are is plural to ag ject, s with its ante- 


week is a list of movies that are suitable ү 
vies. 


It is I who ат responsible for the mix-up. (Who agree l В 
cedent / in the first person singular; hence ат, the verb in the fir: 
person singular, is correct.) 

221 ONE OF 
wing one of. 


Ordinarily make a verb plural in a relative clause follo’ 


Jill's partner at the square dance was one of those boys who lr gs 
stop until everyone else has collapsed from exhaustion. (Boys, no 
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i i lural 
one, is the antecedent of who. The relative pronoun is therefore p 
and takes a plural verb, refuse.) 


PRACTICE 20. Agreement of Verb and Subject 


ро al? 
Find the subject of each missing verb. Js it singular or plur 
Choose the verb in parentheses that agrees with the subject. 


A. 1. There —— over 164 mile: 
are, is) 5 jer 
2 б endless stream of luggage and trunks —— on belt lines from the р 
to а liner. (move, moves) (are, is) 
The best all-round camp illumination —— kerosene [иеге 000 cars. 
. The concrete parking areas of the Pentagon Building —— 64, 
(accommodate, accommodates) r and à 
+ Il bet that Barbara — know the difference between a hamme 
screw driver, (doesn’t, don’t) fins. 
- A cupful of blueberries — enough for a good-sized batch of muffi 
(are, is) 
- The last time I tal 
transfer to a colle 
- Wax statuettes of 
Ball — оп disp 


s. 
5 of shelving in the Library of Congres 


а HD nA PW 


-atO 
ked to your mother she said that you —— planning ; 
е nearer home. (was, were) ura 
fy First Lady dressed in her gown for the Inaug 
lay in the Smithsonian Institution. (are, is) lation of 
n cities beginning with M that — a popu 
500,000 or more? (has, have) is) 
9 blame for the mess in our bedroom. (am, S 
1 е sweltering July days that —— you want 
places with an Eskimo, (make, makes) 
found skulls of prehistoric men. (was, were) Н 
«^ Dickens 
В. 1. The amusing goings-on of the Pickwick Club — recorded in Dicke 
Pickwick Papers. (are, is) р United 
Recently I read that there —_ 2200 drive-in theaters in the 
States, (are, is) 


d 
es turne 
- The influx of ski enthusiasts, poets, and Hollywood celebrities 


t 
: ing reso" 
the little mining community of Aspen, Colorado, into a booming 

town. (has, have) 


4. Jean could get all A's if she'd s D 
life. (doesn’t, don’t) that ——2J° 
5. It's the people you work with, not the pay check you get, 


worth while, (make, makes) 


list 
- st every 
6. Crime and Punishment is one of the classics that —— on almo: 


of recommended reading, (a ear, appears) Y 
- Mrs. Jerome’s baking Rus Sid macaroons. ore: is) 
+ I thought you — interested in baseball. (wasn’t, I a ymes) 
- Can you think of any words that with gloomy? (1 ут uxvally d 
- Writing Christmas thank-you notes to friends and relativ 
Molly until the end of January. (take, takes) 
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trade 
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y ocial 
tudy, but she — want to curtail hers 


Боом 
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. (wasn’t, weren't) 


Lt; There —— many places in the cottage to hide money 

12. Elaine’s feelings toward Lancelot —— not the same as her brother's. 
(are, is) 

22) AND 


As a rule, compound subjects connected by and take plural verbs. 


Lucille and I were asked to be guides on Parents’ Night. (The compound 
subject Lucille and I means two people; hence the plural verb, were 
asked, is correct.) 


EXCEPTIONS 
. 1. A compound subject that names one person, thing, or idea is 
Singular, 
The founder and editor of our humor magazine is Bill Burkert. (founder 


and editor = one person) / 
Crackers and milk is my favorite Sunday evening supper. (“Crackers 


and milk” is one dish.) 
A month’s rest and relaxation is al 
one idea.) 


2. A compound subject modified by many a, such a, each, every, от 
no is singular. 


П I need. (“Rest and relaxation” is 


Almost every cup and saucer in Mother’s best set of china has been 
chipped. (Means «almost every one of the cups and saucers”) 


22K OR, NOR 
Two singular subjects 


Either Jack or his fathe 
cause the subject either Jack 4 
singular verb, drives, is correct. ! Ц Ay 

ЕА пог Larry likes classical music. (Т һе subject neither Joe nor 
Larry means neither one; hence the singular verb, likes, is correct.) 


connected by or or nor take a singular verb. 


r drives into town every weekday morning. (Be- 
or his father means one, not both, the 


22L DIFFERENT NUMBERS 
,. When two subjects joined b 
different persons, the verb agre 

Which is correct? 

My guess is that either à necktie or gloves —— inthatlong box. (are, is) 
that either a necktie is in the box or gloves are. 
h the nearer subject, gloves. 
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y or or nor are of different numbers or of 
es with the nearer subject. 


The sentence means 
The verb are agrees wit 


22 AGREEMENT OF VERB AND SUBJECT 


the 

i 'есї hat I suffer as 

: Nei sister nor my two brothers appreciate what | р, 

un v rp dos (Appreciate agrees with the nearer subject, brother 
s» very morning either Mary or I am late for breakfast. 

йет: Every morning either Mary is late for breakfast, or I am. 


22M PLURAL IN FORM BUT SINGULAR IN IDEA 


A word that is plural in form bu 
a singular verb. 


Fifteen million dollars was 
Territory. (Fifteen milli 
is correct.) 


5 P А important 
Northwest Passage 15 considered one of Kenneth Roberts’ most imp! 
novels. 


Physics is a Subject I plan to avoid. 
Ten miles is quite a hike, 
Nine times seven 


issixty-three. (The plural is permissible.) 
Nine and eight is Seventeen. (The plural is permissible.) 
Eighteen inches js half a yard 


; А s 
t names a single object or idea take 


; ; isiana 
the price paid to France for the Ыы. ж. 
оп dollars is one sum of money; hen 


nd 
as all, more, most, soni: es 
he following of is singula 
ng of is plural. 
Half of th 


Jural 
The number, as a rule, takes a Singular verb; a number takes a P 
verb. 


les, 
gx. ics, meas! 

* CIVICS, economics, gallows, mathematics, 

mumps, news, physics, the United States, whereabouts clothes, 
ALMOST ALWAYS PLURAL: acoustics, ashes, athletics, barracks, 


D L Э 5 f issors, sh 
links, gymnastics, oats, pincers, pliers, proceeds, riches, scissors, 
suds, tactics, thanks, trousers 


SINGULAR OR PLURAL: amends, means, politics 
22N EACH, EVERY d com 
i А son, ап 
Аз а rule, each, every, either, neither, one, many a, a person, 


pounds with body and one take singular verbs. 


Each of the china figurines is a collector's item. 
Neither of the hats Moks good on me. 
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220 COLLECTIVE NOUNS 
M. collective noun takes a singular verb when the group is thought of 
a plural verb when the individuals are thought of. 
e cast is having a party in the Green Room after tonight's performance. 
P pon ps trying to figure out how to keep the party a surprise for Miss 


PRACTICE 21. Subject and Verb 


R i Н j 

" bees the following and quickly supply is or are after each. Then 

е: р t e exercise, using in turn isn’t or aremt, was or were, wasnt or 
erent, doesn’t or don’t, has or have. 


1 
+ you 14. a bowl of potato chips 
2. either the manager or his assist- 15. the eds of оро US. 
3 ants 16. one of those movies which 
‚ The Canterbury Tales 17. one of the movies 
E one of the contestants 18. economics 
‚ some of the skiers 19. either you or she 
6. the first ten years of his life 20. all of your criticism 
7. a representative of one of the 21. his choice of words 
leading insurance companies 22. the author of these books 
8. most of my next week's allow- 23. my brother and his friend 
ance 24. a box of paper clips 
9. his best friend andconstantcom- 25. the guests at Mother's dinner 
panion party 
10. a number of boys 26. everybody at camp 
11. four dollars and nmincty-eight 27. my father, as well as my aunts 
cents 28. two thirds of a turkey 
12. many a hiker 29. a set of encyclopedias 
30. either Madeline or her cousin 


13. everyone in both schools 


PRACTICE 22. Agreeme 


Correct the wrong sentences, 
make. Six of the sentences are гі 


1. Studies in human posture 
from improper sitting. 

. There is a number of odd glo 

- Elaine says she wo 


- The tip and front € 
salty tastes. 
. Half of the cookies Mo 


n't go to the party 


2 
3 
4. Shooting holes in tossed-up playing car 
5 dges of the tongue i 


ther baked this morni 
uncil stop arguing 


ul 


nt of Verb and Subject 

giving a reason for each change you 
ght. 
indicates that unnecessary fatigue can result 


ves and overshoes in the lost-and-found. 
nless you or Ruth goes too. 

rds were Annie Oakley's specialty. 
s especially sensitive to sweet and 


ng has disappeared. 
and start doing something? 


- Great Expectations is 1 1 С 
table for wear in a business office. 


6. 

7. Why doesn't the student cO t 
8 written in the form of an autobiography. 
9 


. Neither of those dresses are Su! 
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10. One of the bad habits that gives me trouble is my inability to arrive any- 

і where on time. + 5 

i of you know what it costs to rent a car? ret 

y кн deb grandchildren with hand-knit Sweaters, socks, and mitte 

` Aunt Agatha busy. Р Е | ios 
13 а Graham is disappointed that neither chemistry nor mathemat! 

appeal to Ronald. ; 

14. Five dollars are all we have in the club treasury. 
15. There was many more at the game than we expected. 


nt. 
16. Pig's knuckles and sauerkraut is the Specialty at that German restaura 
17. Anyone who rides his bic 


r 
ycle after dark without a light and a reflecto 
are liable to a fine, 
18. The trouble with vaca 
19. Every one of these m 
20. One of the thin 
Dr. Grenfell. 


tions are that they never last long enough. 
en have oil interests in California. 


^ RE ; out 
gs that make the book interesting is the stories ab 


: я ther 
роп an oasis in which Sir Henry’s bro 
and a servant was living, dance- 
25. Every summer visitor and native go to the Saturday night square 


nes in the nec 


use 
k of a giraffe and the neck of a mo 
y the same, 


Ernest Dimnet's The Bronté Sisters ( 1) give (2) gives a charming an 
vealing picture of the daily life of the Brontés. Я у. T could 
б. I either of you (1) know (2) knows how to put up a folding chair, 
^, usea little help. 


Я 5 for 
The crew of the Reluctant (1) was (2) were grateful to Mister Robert 
getting them a libe y 


8. Enervate is one of tho: 


d re 


ou 
se words that (1) doesn’t (2) don’t mean what У 
expect, 2) were 
9. One of the wonders of the St. Louis World's Fair in 1904 (1) was C 
ice-cream cones, 
10. Walter Winchell’ 


wd «middle 
S habit of coining words like “Johengrined” and “mi 
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aisled" for married (1) has (2) have been widely imitated by other news- 
papermen. | 

11. Underneath the leaves of the wintergreen (1) аге (2) is hidden attractive, 
urn-shaped white flowers. 

12. Do you know any good French restaurants in New York that (1) aren't 
(2) isn’t expensive? 

13. The waters of San Francisco Bay (1) are (2) is the blue-green color of the 


Mediterranean. 

14. Belts of wampum (1) was (2) were often exchanged between Indians and 
colonists as a sign of good faith when treaties and agreements were made. 

15. How the burglar got in without breaking a window and why he took 
only a few pieces of inexpensive costume jewelry still (1) puzzle (2) puzzles 
me. 

16. Neither King Lear nor Gloucester (1) realize (2) realizes the true sta! 
things until it is too late. 

17. Only a few papers of the suburban edition (1) go (2) goes to the news- 
dealers. 

18. Neither of us (1) was (2) were paying any a 
going. 

19, Each of the girls (1) has (2) have swum across the lake. 

20. Don Quixote with his faithful squire Sancho Panza (1) go (2) goes forth 


in search of adventure. 


te of 


ttention to where we were 


PRACTICE 23. Cumulative Review 


Copy every wrong verb or pronoun, Cross it out, and write the cor- 
rect word or words above. Be prepared to give a reason for each change 


you make. 

My brother Pete and myself always look forward to Judge Wicker's visits, 
because he's one of those people who never runs out of good stories. His 
collection of interesting facts about events of the last seventy years are amaz- 
ing. Last Saturday, when we come back from playing tennis at Crescent 

th Mother. Laying our bikes 


Park, we seen him sitting on the siae pare wi 
d greeted him. | 
on the grass, we run over ап Er etd ave knowed you two was going 


“Hello, boys,” he says. T › ) ot 
i idi ung my hi; h-wheeler with me. \ \ 
hs dis pus d di Ei those? we chorused, TRUE pictures 
Жу ошоо, bicycles xm ien па на with extremel 
ERE EC. шр: ылу Dx th E fety model Шыде 
thick skulls were very fond of high-wheelers. But the sa Я у аео 
from England in the early 1880's Vp ш e ELA 
er AR MN Шол ep tid it?” said Pete. “Almost every one of we 


feles te a PS АЯ the judge, "but the enthusiasm for bicycles then 


f people which thought riding 
were i . There was thousands of people 
Beyda peat bicycle races were the only pastime. Why, I saw some- 
wheré that between 1890 and 1896 over $100,000,000 were spent in this coun- 
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man 
for bicycles, Of course prices was different then. In those days any 
try for bicycles, 


i n eggs. 
i teen cents for a doze 5 
et at paying as much as nine s 2 1599, 
е еы {сс аа bicycle factories in the United States i 
There was 


: , d." 
i ly of new bicycles weren't up to the deman 
or 9. Mother who had been settin 


bsolutel sensational?” ү u'd 
“But, Mother," I b E А ‘if you wasn’t so old-fashioned уо 
i - That isn’t a fad.” her, “did 
Mother and Jud i ughed. “Well, Judge,” asked Mother, 
I prove my point or didn’t 12” . 


Correct Adjectives, Adverbs, Nouns, Prepositions, 

and Conjunctions 
TEST 7А (Diagnostic), Grammar е. 
Number you 


the first italicized Word or 
the second is right, 


— Wrong — Score) The 


xcept Pronoun and Verb 


3a fat 
Next to each number per i 
expression is correct or preferred, а (Righ 
9 not write the word or pear 
rule numbers are given for later study. 


T Paper from 1 to 20, 


2, 
3 


and a half (1) a c 
4. Mr. Steenrod rec 

shop. 25р idi as е 
5. Sand swims ver (1) good (2) well for a five-year-o : and Ham- 
6. Ошо Carl says that уса ever want to see the new vici right 

Merstein musical (1) that you (2) you had better send for 

away. 288 


Token walnut meats. 25H r work- 
these (2) this kind of tools for ou 


: 5C 
7. A habit is (1) harder (2) more harder to break than you EC = 
8. Mother enjoys parties more than (1) Dad (2) Dad does. 2) better? 25^ 
9. Which movie of the double feature did you like (1) best (2) 1 
10. Cleaning the cellar Was a full (1) day’s (2) days work. 26C ts to footbal 
11. College boys in the 1920$ wore (1) that (2) those kind of coa 

games, 25р бере decided 
12. Philip (D had (2) hadn't been Working hardly a month whe 

to quit his Job and go back to college. 25M 
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13. In the religion of the ancient Romans (1) their (2) there was a god even 
А for the hinges on the door. 25Р 
4. The secretary and (1) the treasurer (2) treasurer 0 
" were absent from yesterday's meeting. 25F 
a bee (1) as 0) like I was saying, I knew I had seen the man before. 27А 
- Shakespeare's plays have been produced more times than (1) any Q) any 
; other writer's. 25B 
га рше silver is (1) to (2) too soft to stand up under constant wear. 25P 
. Т 95 looks very (1) different (2) differently with a new family 
Es We'll never win the tennis cup (1) unless (2) without you play. 
. Patrice Munsel sang a different selection (1) from (2) than the one 
program. 27A 


f the Commercial Club 


27A 
on the 


23 COMPARISON OF ADJECTIVES 


Most adjectives have three forms: 


This is a big helping of ice cream. 
This is a bigger helping than that one. 
This is the biggest helping of all. 


23A POSITIVE, COMPARATIVE, SUPERLATIVE 
е, merely names the quality; the comparative 
t one has a higher degree of the quality than 
biggest, means that one has more of 
d or has the quality in the highest 


Big, the positive Черге 
degree, bigger, means tha 
another; the superlative degree, 
the quality than any other compare! 
degree, 

1. Most adjectives of one sylla 
syllables form the comparative and t 
est to the positive. 


ble and some adjectives of two 
he superlative by adding er and 


POSITIVE COMPARATIVE SUPERLATIVE 
small smaller smallest 
funny funnier funniest 


2. Adjectives of three ог more syllables are compared by putting 
more and most before the positive. 
more attractive 


attractive 
elaborate more elaborate 


most attractive 
most elaborate 


s of two syllables form the comparative and the 
more and most before the positive. 


most selfish 
most careless 


3. Many adjective: 


superlative by putting 
selfish more selfish 
more careless 


careless 
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Some adjectives are compared in both ways. 


able abler, more able ablest, most able 


4. Several adjectives are с 

1 7 Worst. : 

bad or evil or ill, worse, › aie 

5. Adjectives like circular, round, Perfect, endless, equal, b: d 
whole, single, unique, unanimous, daily, and every are not compa 

DON'T SAY: That's the most uni 


; еапѕ 
t unique necklace I've ever seen. (Unique m 
"one of a kind." Do you see why it 


SAY INSTEAD: That'sa 
Or: That's the mo: 


1; 
ompared irregularly: good, better, bes 


St unusual necklace I've ever seen. 
24 COMPARISON OF ADVERBS a 
TONS : айу 
1. Most adverbs ending in Ју form the comparative and super! 
by putting more and most before the Positive, 
sadly 


more sadly most sadly " 
Note: Many adverbs are made from adjectives by adding ^J 
sweet + ly = 


у. But 
sweetly; soft + ly = Softly; swift + ly = swiftly. 
ly is not always the mark ofa 


n 
п adverb. Some adjectives already © 
in ly — lively, lovely, and friendly, for example, 


the 
2. Adverbs which do not end in /у commonly add er and est for 
comparative and the Superlative, 


faster 
sooner 


fastest 
soonest 


. ill 
compared irregularly: well, better, best; 
or badly, worse, worst, 


25 CORRECT ap 


JECTIVES AND ADVERBS 
25А COMPARING Two 


Use the Comparative when Comparing two. 


faster , 
fastest of the two trains. 
Stronger? 
Which of your eyes is the-strongest2- 
258 MORE THAN Two 


the 
m 
When the comparative is used for more than two, exclude fro! 
group the object compared, 


The Ohio State Limited is the 


What's Wrong with this sentence? 
Susan talks faster than anyone I know, 
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Since you know Susan, she’s included in the group anyone I know. 
How can Susan talk faster than Susan? That’s what the incorrect 
sentence says. 


RIGHT: Susan talks faster than anyone else I know. Bier 


Iowa grows more corn, oats, popcorn, and timothy seed than any 4 
state. 


25C DOUBLE COMPARISON 


Avoid double comparison. Double comparison (“тоге wiser," Ad 
beautifulest") was correct when Shakespeare wrote but has gone out o 
Style. 


Science is-mere-easier for me than Latin. А 
In his waiting room Dr. Leonard always has the most latest copies of the 


New Yorker and Life. 


PRACTICE 24. Using Comparatives and Superlatives 


Correct the wrong sentences, giving a reason for each change you 
make. Two sentences are right. 


. The shoe salesman said that the right foot is usually the largest. 
There are more lakes in Minnesota than in any other state. 
1 і i traight. 
. It's more harder than it looks to drive a nail s Г 
. Which was invented earliest, the telephone or the electric light? 
. The Jacksons, our next-door neighbors, have more fun with less money 
] 


6. Бау eee is the most well-written short story in the 
7 weit ‘it be more wiser to vim you paper first and then see if there's 
8. her bah wad Py were coeditors of The Lantern, Beth worked the 
9. herdet ana Joe. tie REHOME with a toothache or suffer- 
10. P drm er Ibl any city in the United States. 


оюк 


25D THIS, THAT 


This and that are sin 
are plural. 


gular and modify singular nouns; these and those 


that i 
Where do you buy-these-kind of penc 
Say this book, not "this here book"; that book, not “that there 


book.” 
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25E THEM 
Them never modifies a noun. 


those 
Ilike-them-cookies your mother makes. 


25F CONTRAST 


Repeat the article before a second noun in 


а series for contrast, clear- 
ness, or emphasis. 


What's the difference between a money order and a certified check? 
The prompter and the sta 


Бе manager were playing double solitaire back- 
stage. 


25G DIFFERENT OBJECTS 


When two or more adjectives modify a noun, repeat the article only if 
different objects are meant. 


ig a blue and white cake plate. (One plate) 
ing a blue and a white cake plate. (Two 
plates) ? 


25H A HALF HOUR 
Say a half hour or half an hour, not ** 


a half an hour.” 
Can you be ready in a half.ag. hour? 


251 SORT, KIND 


Omit the article after sort and kind. 

=a RIGHT: Connie’s the kind of Person who really enjoys being by һег- 
self. 

COLLOQUIAL: Connie's the kind of a person who really enjoys being by herself. 


25) A, AN 


Use a before a consonant sound and ап before a vowel sound. Think 
of sounds, not letters. 


an hour 


half hi 
a useful book pr eae 


an unused book 
25K GOOD USE 


Avoid adverbs not in good use, 
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Say Not 
nowhere no place or nowheres 
anywhere any place or anywheres 
everywhere every place or everywheres 
somewhere some place or somewheres 
not nearly nowhere near 


25L MANUFACTURED ADJECTIVES 
Avoid using nouns awkwardly as adjectives. 


POOR: ; ; Я — 
БО. A pluviometer is a rainfall measuring instrument. 
т: A pluviometer is an instrument for measuring rainfall. 


Р! H H 
aoe, Mrs. Button has an amazing storytelling knack. 
HT: Mrs. Button has an amazing knack for storytelling. 


PRACTICE 25, Correct Adjectives and Adverbs 


К од the correct or preferred word or expression in each sentence 
nd give a reason for your choice. 


1. Gertrude is certainly —- unusual name for a dog. (a, an) 
2. How often do you have to water —- kind of begonias? (these, this) 
3. I can stay under water only about a half ——. (a minute, minute) 
4. — hamburgers taste of garlic. (Them, Those) 
5. Martha is making herself two skirts, a gray flannel and —— one. (a 
tweed, tweed) 
6. What kind of —— did you buy? (a bicycle, bicycle) 
7. Joe's usual opening remark is "Haven't I seen you —— before?" (some 
8 place, somewhere) 
USE hunting rifle belonged to my grandfath 
- Which instrument does Merton play, the En 
the oboe) 
10. Jane has hunted — to find a candy dish like the one she broke at Mrs. 
1 Howell's party. (every place, everywhere) 
1. Mother's the sort of —— who can concoct 
recipe book. (a cook, cook) 


D 


er. (This, This here) 
glish horn or ——? (oboe, 


wonderful meals without a 


12. Doe ate » 
s —— oculist grind lenses: (a, an) d 

13. Father uses — vind of ashes to fertilize the garden. (these, this) | 

14. When the storm broke, we were about a half from home. (a mile, 


15 ae ived. (speaker 
- The chairman ап rived. (5р > 


the speaker) 


d — of the evening have not yet ar 


25M DOUBLE NEGATIVE 


Avoid the double negative. 
never, nothing, none, nobody. 
Negatives hardly, scarcely, barely, 


Most negatives begin with n — not, no, 
The negative is not used with the half- 
only, and but when it means only. 
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The farmer who gave us directions for getting to Newton didn’t say 
anything 
-nething about a fork in the road. 


An hour after the exam started Charley hadn't hardly begun to answer 
the first question. 


There wasn*t only one dinner plate left in the Rutledge pattern. 


PRACTICE 26. Avoiding Double Negatives 


Correct the wrong sentences, Two of the sentences are right. 


1. At first I couldn’t see no empty seat, 
2. Jan hasn’t practiced on the piano but one day this week. 
3. If you have never met Winnie-the-Pooh, you have a treat in store for yor 
4. Because of the poor connection I couldn’t scarcely hear a word Dad wa: 
saying. ? 
5. If Harry doesn't send in his application soon, he'll find himself without 
no job. 
6. Jack said nothing about the accident, 
7. Wasn't there no one at the party who could play the piano? 
8. Jim hadn't Scarcely passed by when the stone fell 
' 9. I can't hardly believe that Kay would Бо back on her word 
10. I didn't hear no thunder, 
25N ADVERB 


Use an adverb to modify a verb, an adjective, or another adverb. 


А easily, 
The ink Spot came out easy. 
certainly 


eure hated to leave Sun Valley. 


The following thirty words are used аз adjectives and also as adverbs. 


best close far just low slow 
better deep fast Tte near straight 
bright direct full light pretty мы 
сһеар еапу һага long quick wide 
clear fair high loud right Wrong 


ADJECTIVE: best automobile; better food: sun looks bright; potatoes are 
cheap; clear day; graduation is close. j 

ADVERB: runs best; works better; sun shines bright; bought them cheap’ 
cut a piece clear off; stand close. 


Drive slow or slowly. Co ) * Aue бее 
loudly, y me quick or quickly. Speak louder 
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250 PREDICATE ADJECTIVE 


After be, become, grow, seem, appear, look, feel, taste, smell, and 
sound, use a predicate adjective to describe the subject. Adverbs may 


un used after some of these verbs to describe the manner of the ac- 
lon. 


Mary looked unhappy. (Unhappy is а predicate adjective describing 
Mary. Looked is a linking verb.) — 

Mary looked at me unhappily. (Unhappily is an adverb describing 
manner in which she looked at me. Looked expresses action.) 


dv. 
T M PE: МИЙ  Ы „==“ é 
Bill sounded алеп. Bill sounded the gong energetically. 
ree айк 
Мо{һег appeared calm. Mother appeared suddenly. 
dy. 
а. LÀ adv. 
The fudge tasted peculiar. Helen tasted the fudge critically. 


Which do you say? 
1 feel good. I feel well. 


Both are co ell i Пу an adverb (she sings well, 
rrect. Though well is usually an а t 
he dances well), it may dino is used as an adjective to mean 1n good 
calth,” “attractive,” "satisfactory." 

iea р:а. 
Grandfather looks well. 

$ и р.а. 

Nine o'clock and all is well. 


Good is always an adjective. 


Roger is a good pianist. He plays the piano well. 
Marie did a good job. She did the job well. 


Which is correct? 
I feel bad. т feel badly. 


“T feel bad” is the preferred express 
acceptable. 


ion, though "I feel badly" is 


25Р TO, THEIR 7 
Do not carelessly use /0 and their as adverbs. 


There d bus. 


i stea 
were ty many people trying to get onto the Hemp: 
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PRACTICE 27. Using Adjectives and Adverbs Correctly 


ion i nce 
Choose the correct or preferred word or expression in each sente 
and give a reason for your choice. 


1. Dana skis for a beginner. (good, well) А 

2. — аге many Seelen вава for studying history. (Their, gom 

3. Think your answer through —— before you start to write. (careful, 
carefully) 

4. If you don't practice, — isn't much 


point in spending your father's 
money on piano lessons. (their, there) 


5. I hardly recognized Betty Bond at first 


clothes. (different, differently) 
. Jan was 


; she looked so —— in evening 


get an А on her short story. (real, greatly) 

t he's — big to bea lap dog. (to, too) 

5, Jess always sounds — over the telephone. 
(cheerful, cheerfully) 


11. Cliff has already memorized his part ——. (perfect, perfectly) 

12. Mrs. Rawdon refuses to ride with Doug, ере E nins ө M 
(reckless, reck lessly) 

13. The cough medicine that Dr, A; i ——. (deli- 
cious, delicious) insworth prescribed tastes . 


14. The raft was —— heavy to float 
odd amp y Оп top of the water. (to, too) 


to lea i ; саге- 
ful, carefully) T ve а camping site, put out the fire —. ( 
On the tennis c 


er new blue suit, (beautiful, beautifully) 
у Spelling апа рип 


——— аге — man 
(Their, There) (to, too) 


26 PLURALS AND POSSESSIVES OF NOUNS 
Use these Correct forms: 


The nearest to 


WN was fiv 
Carol knit her 


“О pairs of argyle socks. (Not pair) 
ushels of tomatoes. (Nor bushel) 


of chocolate candy. (Nor pound) 

г quart kettle, ten-foot drop, two-pound box 
9f chocolates, fifteen-minute intermission 
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26A USING THE POSSESSIVE 
The possessive case denotes ownership, 
Jim’s sailboat Sally’s laugh an hour’s wait Shelley's poetry 


tituted for the noun. 


possession, or connection. 


U " 
se the possessive when an of phrase can be subs 


: ана temper = temper of a bus driver 
ch ay’s work = work of a day 
aw’s plays = plays of Shaw 


I ; RO 5 d d 

diss ie possessor is an inanimate object, the of phrase is ordinarily 

plot"); stead of the possessive: the plot of the book (Nor “ће booK's 
; the color of her hair (Nor “her hair's color"). 


EXCEPTIONS 


Ех i р 
p of time: a day's rest, two hours" drive, a year's training 
e а of measure: a stone’s throw, а quarter's worth, a boats 
eth 
E : А = " B T] 
Xpressions implying personification : for pity's sake, 
i nature’s laws 
E few expressions both the of phrase and the possessive sign are used: 
ni card trick of Pete's, a pet expression of hers, a business friend of 
ad's 


the law's delay, 


P 
RACTICE 28. Using Nouns Correctly 


ences. 


Correct or improve the faulty senti Two sentences are right. 


It's more economical in the long run to buy two pair of shoes at one time 
сэв them alternately. / y 

ў рая I've peeled five bushel of potatoes this morning. 

- Hadley is about four or five mile down this road. 


2 

3 

i Should a book's title suggest what the book is about? 
beautiful McIntosh apples and two pounds 


We bough 
t three bushels of 
x butter at the Clearview Farms, ] hour's drive from the center of 
own. 
- The tree's shadow was more than fifty foot long. 
The fireman climbed upon the church's roof. , 
: y rowed along two mile, following the shore’s curve. 
у room is fourteen foot long. 3 , 
- On the roof of the porch there are two pairs of bedroom slippers. 


© о соз с\ 


26B FORMING THE POSSESSIVE 
noun always has an apostrophe; the possessive 
his, its, hers, theirs, 


The possessive case of a 
never has ап apostrophe: 


са 
Se of а personal pronoun 


Our: 
urs, yours, 
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26 PLURALS AND POSSESSIVES OF NOUNS 


26C POSSESSIVE SINGULAR 


ive si ’s. The possessive sign 
ssessive singular of a noun, add s. Л E 
id. ced end of the name. Names ending in s may take th 
нЕ only: Charles’, Jones’, Dickens’. 


's = Gladys’s 
"s = baby’s Gladys + s G у: 
га + `5 = monkey’s boy + 5 = boy’s Я , А 
Sonar + ’s = woman's sister-in-law +°s = sister-in-law’s 


26D POSSESSIVE PLURAL 


; e 
To form the possessive plural of nouns, first write the plural. s 
plural ends in s, add an apostrophe. If the plural does not end in 5, a 


i ESSIVE 
SINGULAR penc PLURAL ES Fes 
woman woman's women women's 
baby baby's babies babies’ : 
child child's children children's 
Hicks Hicks's Hickses Hickses ~ 
son-in-law Son-in-law's sons-in-law sons-in-law's 


: 4 and 
For joint possession only one apostrophe is needed: Lord ate 
Taylor's window display. 1f the possession is individual, the posses 
sign is added to the name of each owner. 


Joan's and Barbara’s fathers are partners in the tennis tournament. 


; z Р " 7 " of 
The apostrophe is sometimes omitted in business titles, names 
schools, and geographical names: 


Д l 
Teachers College, Boys High Schoo 
Harpers Ferry, Pikes Peak. 


PRACTICE 29, Writing Possessives and Plurals 


Write in four columns the sin 


gular, the possessive singular, the 
plural, and the possessive plural of 


each word, 
Briggs grandchild ^ mailman penny ру 
charwoman grocer mosquito pig D esa 
editor-in-chief Harris mother-in-law ^ Riley Thom 
enemy hour mouse sheep turkey 
fox it mouth skier wolf 


PRACTICE 30. Using Plurals and Possessives 


A AT L 
Should the italicized word be singular, possessive singular, plura 
От possessive plural) On 


h 
т Your paper write the correct form of еас 
Italicizeg Word. 
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PLURALS AND POSSESSIVES OF NOUNS 26 


a man world? Maybe that’s true in some 
d where I live. Dad and 


wer while Janice, 
of life little hard- 
k while I'm waiting 


Half a hundred pair of stocking — 
п rod, Jinks 


If couldn’t have led a safari through 


One day a few week ago I decided it was high time I took step against this 


m Я 
спасе, With Dad help I cooked up a brilliant scheme. After collecting 
Dad and mine, 1 locked myself in the 


1, it took two hour work — washing 
Bendix — but I amused myself by 


all the faucet, and the window sill, 


angi : 
nging space, including the doorknob, zinea 
с middle of the mirror, right 


ie artfully plastered an argyle squarely in th 
С my sister face usually hang. 

the Ghortling to myself, I casually strolled into the living room, picked up 

ау paper, and waited. It wasn't a long wait. 

to bed,” announced Phyllis. 


“I pos I'll do some washing and then 60 
door. 800d night sleep.” A minute later I heard her open the bathroom 
авн turn оп the light. « Mother!" she hollered. 
out ар орріпр her magazine in alarm, Mother jumped t 
Versati the r oom. Istrained my ear to catch Mother an 
ion in the upstairs hall. } ү, 
tai Soon the two of them reappeared. “Tommy,” said Mother, you cer- 
ти did а professional job оп those sock of you and Dad. 
Хет,” I answered calmly, catching Dadeye i 
So professional, in fact,” she continued, “that I think IIl just let you do 
your own washing — and your father too — from now on. 
It’s a man world, you say? I don't want to hear about it. 


o her foot and rushed 
d Phyllis excited con- 


all 


PRACTICE 31. Using Plurals and Possessives 
In sentences about people birds, animals, books, or any other topic 
Wt eight УЛТ оозе, five plurals, and four possessive plurals. 
"СП а story if you wish. Check ( v/) plurals. Underline a possessive 
spular once and a possessive plural twice. Test each possessive by 
Ubstituting an of phrase for it. 
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27 CORRECT PREPOSITIONS AND CONJUNCTIONS 


27 CORRECT PREPOSITIONS AND CONJUNCTIONS 


27A CONJUNCTIONS, PREPOSITIONS 
Avoid interchanging conjunctions and prepositions. 


: "- a 
1. Аз апа like. Asis usually a conjunction. Like is often used as 
preposition. 


i i i ty. 
Hal apologized to Mrs. Archer for behaving as he did at her par , 
Hal Pissed to Mrs. Archer for behaving like a roughneck at her party 


Like is often used as a conjunction, particularly in the South and 
the West. 


Do like your mother tells you. 


Most educated speakers and writers, however, prefer: 
Do as your mother tells you. 


2. Than and from. Than i 


s a conjunction; from is a preposition- 
After different and differently, 


from is the preferred word. 
Is a hare different from a rabbit? 


Different than is bein 


f g used with increa 
when it is followed bya 


sing frequency, particularly 
clause, 


AMERICAN COMMON USAGE: After a year in college Pauline looks very differ- 
ent than she used to, 

PREFERRED USAGE: After a year in college Pauline looks very different fro” 
what she used to, 


‚3. Unless and without. Unless is a conjunction; without is a prepo- 

sition, 

Bea won’t play the piano for anyone unless she is coaxed for about té 
hour. (The subordinate conjunction unless is needed to introduce t 
subordinate clause unless she is coaxed for about an hour.) 

Bea won't play th 


i M ZI 
‘ Je piano for anyone without being coaxed. (Being 
coaxed is the object of the Preposition without.) 


27B FOLLOWING, AFTER 


Following is not a Preposition. Use after. 
After 


ing the game there will be a tea dance in the girls’ gymnasium. 
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SYNTACTICAL REDUNDANCE 28 


27C BEING 
Bei i . 
ing is a participle — never а conjunction or part of one. 
Since 
E a Wednesday is a holiday, our chemistry quiz has been post- 


ns Correctly 


d or expres- 


PRA s 
CTICE 32. Using Prepositions and Conjunctio 


Ine А 
dön dore centenos pick out the correct Or preferred wor 
, give a reason for your choice. 


jp ETUR $ А 
нону, reviewer іп this morning's paper said, the curtain should have 
ONES own for good after the first act. (As, Like) 
(uni ew York you can't learn to drive —— you have a learner's permit. 
3. Wiers without) 
(af at happens to a bill —— its first 
es following) 
vi БЕР the new dormitory is completely differen 
SS ings on campus. (from, than) 
li ate his dinner — afraid it would get away from him. (as if he were, 
6 ike he was) 
SEES her father is in the enter 
7. “ууш, movie theater in town. ( 
(fi oman in White" is very different — ^ 
8. fae than) 
9. tien —— coming dow. 
gains start that mystery novel 
10. Ur n (unless, without) 
sufortunately my cake loo 
11, “rom, than) 
POY ыш Derrick was the best music teacher in town, 
icize my playing. (Because, Being that) ‘ 
he буш de мч E indi now —— they did when they were children. 
(as, like) 
| (Ben St. Malo is almost surrounded by water, it is соо 
1 Зеіпр that, As P 
4. Life in the id Academy was quite different —— Jack Wilson ex- 
15 rm (from what, than) 
en the ghost of Banquo appeared at the feast, 
Proved Macbeth for acting — ^ he did. (as, like) 


reading on the floor of the House? 


4. 
t —— the older 


tainment business, Barbara has a pass to 


Being that, Since) 
the other Picassos I've seen. 


though I were, like I was) 


n with a cold. (as 1 А 
have time to finish it at one 


— you 


ked quite different —— the one in the picture. 


I asked him to 
] in the summer. 
Lady Macbeth re- 


ы SYNTACTICAL REDUNDANCE 


28A 
DOUBLE SUBJECT 
subject of the same verb. 


A pronoun and its antecedent are not used as 
d the telephone-she-had a French accent. 
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The woman who answere 
GRAMMATICAL 


99 INCORRECT OMISSION 


28B USELESS WORD 
Omit every unnecessary preposition or other word. 


vening Joan is free is-on- Thursday. 
IS of Eod sport is pushing girls off-e£ the raft. 


PRACTICE 33. Getting Rid of Unnecessary Words 


Correct the faulty sentences and give reasons. One sentence is right. 


1. I'm sure that if it weren't for Pepper's pedigree that Mother would have 
banished our dog long ago. 


А а 
2. When our exams are over with, Jerry and I are going to Stowe for 


left for work at about six every Rom. 
4. The girl Philip is engaged to she studies fashion design in New York. 


across the Pacific опа Wooden raft, 


6. The Cleanrite Laundry doesn't do a good job of anything except ripping 
buttons off of my shirts, 


7. Mary usually starts out a letter with a two- 
hasn't written sooner. 

8. Dominicus Pike he met a man w| 
Jerry Cruncher’s boots, whi 

Tellson’s bank, in the morni 

10. Rockville Academy is the in 
with. 


t 
11. Miss Lewis secured for the girls a sitting room in which they could res 
in during lunch period, 


e 
12. Miss Berkeley told us that When we want to memorize a poem that W 
should first read it through several times, 


13. Cruisar, a young man of about twenty years of age, he is second mate 
оп the good ship Black Gauntlet, word 

14. Most high school and college dictionaries tell from what language a 
comes, 

15. At last I had the 
much about. 


Page explanation of why she 


ho told him an interesting story. orn 
ch were clean when he came home 

ng they were muddy. F ed 
stitution with which Mr. Stilson is connect 


50 
pleasure of meeting Joe Fisher, of whom I had heard 


29 INCORRECT OMISSION 


29А NECESSARY ELEMENTS 


Do not omit neces 
Junctions, 


AMBIGUOUS: The wife in the 
than her husband. 

CLEAR: The wife in the play w 
than she 


164 


^ M. on- 
sary subjects, verbs, objects, prepositions, and с 


i dle 
play was more interested in her toy French poo! 


dle 
as more interested in her toy French poo 
was in her husband. 
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incorrect omission 29 


CLEAR: The wife in the play was more interested in her toy French poodle 
than her husband was. 

wi є " н A z ‘ 

RONG: Harry has no aptitude or interest in pattern making. ( 
ха in” is incorrect.) 

eod Harry has no aptitude for, or interest in, patte! 

R: Harry has no aptitude for pattern making and no inte 

WRoNG: While lying on the beach, a storm came up. (The storm wasn't 


78 lying on the beach.) 
GHT: While I was lying on the beach, a storm came up. 


‘Aptitude 


rn making. 
rest in it. 


After some verbs the subordinate conjunction that is necessary for 
clearness, 


that 
I hear, Frank has bought a s 
might at first think that Fran 


econdhand car. (Without that, the reader 
k is the direct object of hear.) 


29B REPEATED VERB 
Do not omit a repeated verb if it differs in form from the verb ex- 
Pressed, 
COLLOQUIAL: I always have and probably always will be afraid of heights. 
(“Have be” is not grammatical.) А 
s will be afraid of heights. 


RIGHT: I always have been and probably alway: 


WRONG: The floor has been waxed and the windows cleaned. (“Windows 


has been cleaned” is not grammatical.) 
RIGHT: The floor has been oed and the windows have been cleaned. 


2 

9C VERB, AUXILIARY 
Do not make a single form of the verb be serve as both a principal and 
an auxiliary verb. 


WRONG: In high school Jim Phelps was (principal 
dent Government and voted (past participle) t 
RIG: еа. ipal verb) president of the Student 
HT: In high school Jim Phelps was (principa verb) pr 
є vernon and was (auxiliary) voted (past participle) the person most 
likely to succeed. 


verb) president of the Stu- 
he person most likely to 


2 
9D COMPARISON 
Include every word neede 


рое Dudley's tennis game is 
HT: Dudley's tennis game 15 
Steady. 


d to complete а comparison. 
cular but not so steady as Don's. 


more specta > 
р tacular than Don's, but not so 


more spec 
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29 INCORRECT OMISSION 


t the 
fourteen Hank plays golf as well or better than the pro а 
dub A AR well than” is incorrect.) 


the 
At fourteen Hank plays golf as well as or better than the pro at 
RIGHT: z 
пег. 
“ШЕ At fourteen Hank plays golf as well as the pro at the club, or be 
BETTER: 


29E PREPOSITION 
Do not omit a needed preposition. 


i ical scho 

омс: Dr. Kirby graduated medical 
p this sense does not take a direct object.) 
RIGHT: Dr. Kirby graduated from medical 
graduated from and was graduated from are Correct.) 


" b- 
A prepositional phrase should be substituted for an adverbial o 
jective that may be misleading. 


on 
Bill left, June 1 for Virginia, 


in 
ol at twenty-two. (Graduate ! 


h 
school at twenty-two. (Bot 


29F TELEGRAPHIC STYLE 


" oth- 
Avoid telegraphic style, Don’t omit words needed for clarity, smo 
Dess, or courtesy, 


Ie Ims It e m d to 
njoyed your letter, ABorry not to have answered sooner. д 
that 


hear your mother is feeling better. 


PRACTICE 34, Adding Needed Words 


Correct the fa 


ulty sentences and 
Three sentences аг 


ў es. 
give reasons for your chang 
€ correct. 


ие 

1. Fortified margarine is much less expensive but has the same food val 

as butter. | ing: 

2. While washing my hair, the telephone and the doorbell began to г 

3. What college did Uncle Fred graduate? d in the 

4. Ann Porter’s short story was the best in the class and entered i 
Atlantic contest. ; 

5. The Bollingers don't own а television set and say they never will. Бай 

6. Money and position don’t always bring happiness is shown in “Ric! 
Cory.” 

: Unlike his father and older brother, Philip has no interest or aptitude for 

engineering, 


а РР" е 
aven't quite finished the book you lent me but will return it in a coupl 
ays, 
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incorrect omission 29 


lor on British merchant ships 


9; 
Joseph Conrad spent many years as а sai 
ground of life at sea. 


10. he for his studies of character against a back 
11. New ВІ igger and fully as strong as Buck. 
12. I know canes is as large as Millerstown, if not larger. 
pau Ruth or Mildred. 
14. The Pri йге was built and the potatoes baked. 
так на: cee expected to defeat Yale as badly as they had Cornell. 
16. Бо aduating Colby Academy І expect to enlist in the Army Air Force. 
17. The pl was not so brilliant, but much more learned, than Shakespeare. 
Spe a is often visited by tourists who are fond of rugged scenery, and 
18. aan y amateur photographers. 
19, an should be broad and deep and as much seating roo 
andes these details have been attended to and the boat has 
20. Prairi rnished, your work is done. 
ie hay fattens horses as well, if not better, 


m as possible. 
been painted 


than timothy does. 


TES 
T 7B (Mastery). Grammar except Pronoun and Verb 


Nu 
the T ie yonr paper from 1 to 20. Next to each number write lif 
italicized word or expression in the sentence is correct or pre- 


err $ 
Rist? and 2 if the second is right or preferred. Do not write a word. 
ght — Wrong = Score) 


1 
he weasel has а nastier disposition than 


animal kingdom. 


* According to Vance Packard, t 
(1) a day (2) day on Saturday. 


D. D TO. (2) any other member of the 
3. Wh erhune-Paulson's, clerks work à half 1 1 
еп the new cleaning woman washed out the test tubes in the chemistry 


4. laboratory, she threw away three (1) month's (2) months? work. 
5. m afraid ТЇЇ never learn to budget my allowance (1) as (2) like you do. 
оо Hamilton says that if Madeline were willing (0 practice (1) she 
6. Th that she could become а concert pianist. | 
th € taxi driver drove so (1) reckless (2) recklessly that we were limp by 
д [GE time we reached Grand Central. t e 
P not bridge is quite a different game (1) from Q) than auction bridge. 
à person doesn't go to sleep within twenty to thirty minutes after he 
because he is (1) to (2) too busy thinking. 
hoes on a clay court. 


gon 


9 
"хоц shi ? kind of s 
10 ouldn't wear (1) that (2) those ; : 
my 1 oes Janie bowl? on, she (1) can (2) can’t hardly lift a bowling ball. 
© hope that when I finish high school and business school (1) 7 Q) that I 
an . 
1 get a job as a secretary. 
12 It was so ву that w ша not see the fort very (1) good (2) well. 
1 4 ere are more farms in Texas than in (1) any (2) any other state. 
ther (1) graduate (2) graduate from? 


15 What college did your fai 
| the (1) s/tyer (2) shyest? 


16, E: the twins is s А 
1 rgia hasn't (1) апу (2) "0 interest in ў TW 
-In our Army (1) their (2) there are three kinds of divisions: infantry, 


c 
avalry, and armored. 
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29 incorrect omission 


19. In the village I saw a school and (1) church (2) a church which have been 
standing for at least a century. 


20. I learned to pitch an outcurve quite (1) easily (2) easy. 


PRACTICE 35. Cumulative Review of Grammatical Usage 


Correct all errors in grammatical usage and in the spelling of posses- 
sives. Be prepared to give a reason for every change you make. 


1. After a few hour’s shopping in the Saturday crowds, Mrs. дч 
begun longing to set down someplace and rest. 2. All the woman s somal 
town was having sales, and Mrs. Archer felt like she’d been playing fo of 
against Notre Dame. 3. During one skirmish at a counter where a pi are 
silk scarves? imported from France was selling real cheap, somebody d 
couldn't wait their turn had near ruined Mrs. Archers favorite hat, а het 
straw with a sort of a bird cage on top. 4. To add to her misery, one of ke 
shoes were Pinching her toes terrible, and she couldn't hardly wait to ta 
them off. 5. When she seen that one of the movie houses a half a block away 
were showing anew 


E Bob Hope comedy, she decided that that kind of a show 
might cure her aches, 


6. Buying a ticket, she walked into the theater. 7. As soon as her x 
become adjusted to the darkness, she set down in the first seat she found, eu 
Вед bundles beside her, and settles back to watch the movie. 8. Their bie 
а gasp behind her, 9, Gracious, she thought, I hadn't ought to have wor 
ү гош iA Taking it off and putting it on again is to much trouble. 
шш around, she asked, “Shall 1 remove my hat?" 

ТОБ a ees 


P h 
B hem i inni . “The hat is muc 
more funnier than the picture." E nem Super 48 
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10 CLEAR, CONCISE SENTENCES 


uthors who wish to create 


Thi 7 
his chapter is not for struggling young a 
Almost everybody has to 


liter; ; 
панента, But it is for writers. 
y Writin ereat deal of his business — personal business included — 
ibe ae he major aim of this kind of writing is to be understood. 
erstood, writing must be simple and it must be clear. 


30 
CONCISE SENTENCES 


30 
А WORDINESS 


озу What you haye to say simply and directly. Cross out dead- 

Word id words that add nothing to your thought. Padding a twenty- 

W idea out to one hundred words does not make a one-hundred- 
Ord idea, 

P, 

О! On my job another factor I gained which I consider most important 
ОАЫ and appear in the world of business. Without this knowl- 
bers one has a great handicap in an office. Knowing how to act and 
dne able to conduct myself properly in ап office will also benefit me 

SAME d graduation. — 54 words 
TI ed On my job I learned 
ave a head start in busine 


how to act in an office. After graduation 


ss. — 20 words 


Can 
уои -ill-be-in-a- 


afford the 
iti AO to pay for-any damage which you may cause -and- 


30 
5 SAYING IT TWICE * 
Don't s ing twice. Tautology is needless repetition of 
ay merami ig ^. “audible to the ear"; 


ап f 
4n idea in other words: “to descend down ; : 
list of common errors 1s 


Visible to the суе”; “boldly dare.” Another 


о; 
n page 32. 
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30 CONCISE SENTENCES 


accept-of your offer 
adequate е 
all-of the cake 
-at about one o'clock 
-but nevertheless 
cheap -in-priee- 
pe i, divide-up; end 
"up; finish up; hurry "p; 
join-up; open up; polish 
“up; rest ap; scratch ap; 
settle -up- 
current problems 
every once a week 
fell off-e£ the porch 
fingers-en-her-hand- 
gave 1 
have to 
in eae Lthink 
inside e£ the cave 


is loeated- at 

long tength-of time | 
lose out, start-out; win-out 
mere wealth atene- 

over ith- " 

icture in-yourmin 

КОШЕ seen 
rarely-ever- 

refer Баек, return-baele 
remember -of 
repeat-again- 

кше M for 
such as . . .-and-others- 
the sun rose-in-the-east- 
the-two-twins 

throughout the whele- day 
-true-facts 


Where are you going 40? 


Where is he at? 
30C PRELIMINARIES 


Omit unnecessary preliminaries, 


am proud to be an American. 
к T shall try 
“tis my-desire-to-make-an-effort to be at the meeting on Friday. 
30D SIMPLER CONSTRUCTION 


When Possible, cut a phrase to a single word and cut a clause to # 
phrase or a Single word. Strike Out every useless which and that. 


the 
Never ask i 


2 person-anythine that is im ossible for-him-te-do- i 

I should like information about scholarships-thet eee open to freshmen 

double for is SX 

We have available aroom With a private bath, the-price-of-whieh-is 5 
dollars a day. а 


30E THERE WERE, IT Is 


gos O'clock-when we boarded the boat at Battery Landing. wee 
-enly-a. 


Island few minutes later thatthe stalwart little ferry arrived at Bedloe’s 
nd. 


F 
“Fherewere five courses 


Which. were offered. 
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30F FLOWERY LANGUAGE 


Don’ H а " 
Plain E pile descriptive adjective upon adjective, 
uns and verbs are more effective. 


adverb upon adverb. 


reveals a host of shimmer- 


FLOW е 
WERY: A bolt of electricity, brilliantly flashing, 
refreshing wind to the 


ean E leaves vibrating in the cool, clean, 
PLAIN: deer touch of the insistent rain. 
А ulb of lightni ind- 

glistening in the pare ing goes off and shows the wind-swept leaves 


PR 
ACTICE 1. Cutting Out the Deadwood 


ts’ themes, cutting out 


R . 
ewrite these two paragraphs from studen 
using no more 


the d 
Wound 088, Express the ideas clearly and simply, 
an are justified by the ideas. 


1 
ody does more or less 


W А A 

ога а distressing state of mind which everybody d 
to think A is or her life in this world. But when you sit down and stop 
are ККА, out it, what good is there that worrying can possibly do? There 
Rand evils which accompany worry, and they are fear and also disturb- 
Бон Pas Whena person's mind is free from worry he will see the 
with je le of life. This will show in his actions because he will do things 
eter m interesting and happy manner. He will do things quicker and 

2, Hos free from care. А 
m are Sometimes easy to make, but now in my case the decision 
Беса make is very difficult. Decisions that are easy to make are easy 
ше they are unimportant. In this case the decision is hard because 
е? POS. What I am leading up to 15 this: What will my vocation 
deci This is my one most important decision. Then there are many other 
h isions which must be made, but however they all hinge upon this one. 
ауе to make this decision and get it over with before I make these other 


€cisions, 


P 
RACTICE 2. Writing Concisely 


Strike out the deadwood. Express each idea more simply. 


EXAMPLE 
vacation time. 


Е 
wl cs gveryone looks forward to-and-with-great 
т have enclosed herewith and 


ъА Copy of the state motor vehicle laws 

attached, í 

* Another cause of accidents is that of driving when sleepy Or intoxicated. 
he most beautiful things in the world are the things that are free. 

n his mind all he thinks ‘about is how to make money and to make more 

after that, 


AYN 
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31 CLEAR SENTENCES 


РР : ; equest you 
ing a survey about advertising and I would like to г qi 
ws ie edd which I would like to ask on Ap фаб 
6 The reason for the missing pages in our booklet is due to the fac je 
dt was necessary to eliminate these Pages because they contained а 
isi hich no longer applies. А it is 
7 jode know whether or not the sentence is a sentence or whether 1 
ot a sentence. : à N 
8. Tam writing to tell you I am sorry I disappointed you last night. т 00 
9. There is also another thing which is important to you. This app 
our hair. tent 
10. їп writing this essay I deem it is necessary that I should to some ex 
explain my title a little further, 
11. Kindly send me the following books listed below. 


2 a used 
12. Tn regard to these fires of undetermined origin a great many are са 
by spontaneous combustion. 


13. There were two hundred students went. 


14. This is a biography of the life of General MacArthur. dian 
15. Corporal Covey was a man who belonged to the Royal Cana 
Mounted Police, 


31 CLEAR SENTENCES 


is 
If a reader’s Teaction to a sentence is “What in the world dom 
mean?" the chances are that the writer didn't know either. A sen es à 
like “The third is the quality of different instruments that caus ug 
different quality note" is а product of muddled thinking or not onoz 
thinking. See pages 183-188. More common are errors like this: nish 
place to show her Wares is wanted by an antique lady with a oe to 
chest and other odd things.” The reader knows that the lady wan ules 
show antiques like а Spanish chest, but the writer didn’t say so. R 
33A, 33B, and 33С will 


. =| rect 
: help you spot such definite and easy-to-cor 
errors in your own Sentences, 


REFERENCE OF PRONOUNS 


31A PRONOUN AND NOUN 


. H noun 
A pronoun is a Word used instead of a noun. Be sure every pro 
сап be connected instant] 


4 un 
У with the noun it is substituted for. This nO 
is called the antecedent, 


31B IMPLIED REFERENCE 


Do not let a pronoun refer to a word that is not expressed. 


4 n 
Itis great fun to Watch the boys' faces as you bring out the food and Ч 
the dishes. 


Cover them, 
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office work. 


I belie 
The [к а: a good secretary because I like it: 
rail gives a clear picture of Indian life, for Parkman lived 


ey 9 the Indi 
intimately Жїн 


31¢ 
AMBIGUOUS REFERENCE 


Do not 
А изе i А 
its antece "eda pronoun if, even for an instant, there c 


an be doubt about 


CONFusr т e man sitting nex! 
NG: i i 
he third man, when questioned, said that th sitting next 


to t 
CLEAR: us pangman was his brother. 
sittin е third man, when questione 
CLEAR: je to the hangman. 
: The thi F 
third man, when questioned, said that the hangman and the man 


sittin: ; 
g next to him were brothers. 


d, said that his brother was the man 


31D 
6 QUOTING EXACT WORDS 
uotin 
e. g the exact words of the speaker often makes the meaning с 
SING: й 
G: Mr. Will explained to Mr. Jackson that his dog Bozo seemed 


lear. 


уе = 
силк us d of his Elizabeth. 
a of y ыш plained to Mr. Jackson, “Му dog Bozo seems very fond 
EAR: “Y, d 
k о i » 5 
plained Je id oe very fond of my Elizabeth,” Mr. Will ex- 


31 
E NECESSARY NOUN 


Supply a noun if it is needed. 
In fashi : sketches 
fre on advertisements I prefer photographs to sketches because-they- 
In DOM exaggerate the lines of suits and dresses. " Y 
indi quiet evening the lake was glassy- Fir trees, deprived of their 
ividuality by the darkness creeping in from the banks, made a dusky 
The lake 


fi 
te -t was a preci 
ning them this way 


the last rays of sunlight and 


ous stone, catching а 
tecedent is too far away.) 


and that. (The ап! 


31F 
BURIED REFERENCE 


eee reference to a по 
he antecedent shoul 
of the boy 


Do 1 
you kno -bey's name, who ust passed us? 
bs S ink coat? How can she afford it? 


ALLO 
WABLE: Did you see Grace’s mi 
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ssessive case ог in a modi- 


un hidden in the ро: 
in the mind of the reader. 


d be prominent in 


31 cLEAR SENTENCES 


31G DOUBLE REFERENCE 


Bos ordinarily use the same pronoun to refer to different antecedents. 
т 
If my little sister leaves the yard my dog goes after her. No one eve 
the dog 


taught-her to do this. 


which А 
ел 
The students gave the announcements,-and-they-were always fun to list 


were included 


to because they-had-a few jokes-to-tel. 


PRACTICE 3, Using Correct Pronouns 


Correct the following sentences, 
noun you use except / and you, 
1. Suzie whis; 
2. Hedda Hopper tells the latest a 
things that happen to them, 


IE Р z ош. 
- The woman Sitting next to us was the girl's mother we were talking ab 


3 t 
А А B the mos 

4. The writer must love humanity, for he seems to feel it even for the 
unsavory characters in his stories, 


Tell the antecedent of every pf” 


nM 


- Kid Malloy met Slugger Ca 
hard jab with his right. 


z В ince 
7. In Washington 1 shall stay at my aunt's home, whom I haven't seen 5 
I was four, 


; x hing 
8. Bette is better company than Grace because she doesn’t know апу! 


Е cutting 
12. I followed Mother's Tecipe exactly, but when it was ready for 
into pieces, T couldn't find a knife sharp enough. 


in junior high 
13. Dad told Sam that he used to do better work when he was in juni 
School. 


to give 
14. The directors offered to reward her liberally, but she begged them 
it to her father, 


d 
oys, an 
15. When you БО duck-shooting, use decoys; throw out your decoys, 
Wait for them to come within shooting distance. 

31H INDEFINITE IT, YOU, THEY 


: ; 7 u, and 
In formal speech and Writing avoid the indefinite use of it, vid 
they except in expressions like it is raining, it is cold, and it sei 
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T 


ih ; 
the News-it generally headlines a murder, divorce, oF scandal. 
our 


We i +, . 
пе no right to expect an editor to waste his time reading your 
legible scribbling, 
‚ not rockets, were taken 


I А . 
n the machine shops of my day they-teek cars: apart/not-rockets- 


PRA 
CTICE 4, Writing Definite Sentences 


Get ri , 
Expres rid of every vague you, they, and it in the following sentences. 
p. 5 each idea clearly and definitely. 
* СОПУ years ago you had to wear stockings in bathing. 


2. In 
t ti : z s 
will cont vertisement it tells when the play will open and what the tickets 


In s í ; 
ca” countries they have to turn all their profits over to the gove 


4. 1n 
5 dil Ralstons' living room it looked like а theater lobby. 
war De taught me a lesson — not to buy anything that you don't 


6. 
7 The year І was a freshman they started the Engineering Course. 
8 
9 


rn- 


RT V 
п the 1920's they liked to dance the Charleston. 


In thi А 
Д s story it tells what a pilot has to do when he tests à new plane. 
r boat finally landed, and it certainly felt grand to have solid ground 


10 PT your feet again. 
says in this article that they think Brown’s system is better for pro- 


11 fessional games. 
: i many schools they have special classes for slow pupils. h 
tells in Land of the Long Night how Du Chaillu slept in an ice hut to 


еер the wolyes away. 


31 
! POSITION OF RELATIVE 


A relative pronoun should follow its antecedent as closely as possible. 


Б Help-Ur-Self laundry, ‘announces the installation of new automatic 


> 
drierss(which can accommodate one hundred women ш а day/A 


3 

1) GENERAL REFERENCE 

© Do not use which in referring to a whole statement 

ав а noun to which the pronoun may erroneously refer. 
at the antecedent of the pronoun this or that is clear. 


ALLOWABLE: Eyer since I can remember, Father has warned us that playing 


ball in the street would lead to a broken window. This is exactly what 
happened. 


if that statement 
Be sure 
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32 awkwarpness 


У done 
i This can be 
. an't move easily from place to place. allest 
eos M cda and youngest oysters. (Change to: Only the sm: 
und. EAT oysters can move easily from place to place.) 


- Observers probably thought 
We sat in the back seat on piles of blankets, j 


Б 
that tall people from the circus were traveling through. 
PRACTICE 5. Writing Clear Sentences 


Correct the following sentences, 


draw an arrow fro When you u: i un 
y se a relative pronouns 
T trow from it to its anteced 


ent. 
EXAMPLE ur home 
We moved to Austin, Texas, in the fall of 1947, which has been о 
ever since, 


UT AERIS home 
Tn the fall of 1947 we moved to Austin, Texas, which has been our 
ever since. 


1. I forget the man’s name who played Jarvis, 
2. When I left the 


r опа 
hospital I had bandages on each ear which stayed 
long time. 


; r sas 
3. Babe Ruth hit Sixty home runs in one season, which still stand 
record, 


4. Rip found his 
5 


T which 
gh heavily guarded enemy lines, 
was a daring militar 


y feat. 


ich таў 
8. Unless you steer carefully, the boat may crash into the wharf, which 

result in serious damage to the hull, d onion; 
9. The chef improved the flavor of the meat loaf by adding a choppe 


Which he garnished with Strips of bacon and green peppers. 
10. *After Twenty Years," 


2 ing, which 
B story by О. Henry, has a surprise ending, 
you can find in many collections of short stories. 

32 AWKWARDNESS 
32A CLUMSY SENTENCE 


Improve awkward, clums 
natura], smooth, idiomatic, 


AWKWARD: We built a few Model airplanes was all. 


NATURAL: All we did was build a few model airplanes. nr printing 
DWEWARD: Tt is not on their desks for the students to show the 

ability but in their art classes, 
NATURAL 


n qs ^ ; Ses. 
* Pupils should show their printing ability in their art classes 
9n their desks. 


d 
soun 
У Sentences. Your sentences should 


not 
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ARRANGEMENT 33 


3 
2B WRONG ELEMENT 
Someti F 
element : gree нг агана results from using the wron; 
ESA ase for cla iui 
Participial phrase. use, clause for phrase, or infiniti 


g grammatical 
ve phrase for 


from going 


Ihad x 
a horrible earache that bothered me all night, preventing me-e-ge 


to Sleep. 


Th 
Me t yellow fever was caused by mosquitoes 
Squitoes-as-the-cause-of yellow-fever had long been suspected. 


32 
C SPLIT CONSTRUCTION 
Avoi tees 
id splitting a construction unnecessarily. 


JERKY: А К 
йо ү disappointed in, and a little angry with, you. 
: I am disappointed in you and a little angry- 


CTICE 6. Writing Smooth Sentences 


Correct the followin g: 


«1C 1 
premia my qualifications, they are а5 follows. . 

This BEA why Dad laughed but was then unknowing. 

wait stacle Һаз not been able to be overcome. 
Mother only a few minutes, but it seemed like hours when I saw my 
ST th: coming. 

Кел. you are capable to handle this job. 
Our south was spent on his uncle’s farm a great deal. н 
T neighborhood is a safe place because there is no traffic for children 


4 T ви hurt. 
m glad I am an American and have the pri 
eeting with your acquaintance. 


tates 
Dp 

the bridge for automobiles Was greatly differ- 
ly much narrower. 


Pepe 


уПере to live in the United 


а: А 

10, ce been a pleasure in m 
t foe of the road across 

Опа what we expected, name 


33 
ARRANGEMENT 


33A 
P DANGLING PARTICIPLE М 
thant а participle close to the word modified. А participle dangles if 
Parti is no word in the sentence to which it is firmly attached. If à 
the v e dangles, we may (1) get rid of the participle; (2) gi \ pu 
ОЧА if i me word 10 
Modi it modifies, or (3) put into the sentence SO 
^l "n 
m Being dark, I couldn't see the man's p = J could see the glint 
Steel in hi ; i dark, not /. 
9 In hi night was A М 
uc TICIPLE: араш. Bone Е Т couldn't see the man’s face, but I could 
the glint of steel in his hand. 
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33 ARRANGEMENT 


id 
WRONG: Running home, the tickets were just where I had left them. (Di 
the tickets run?) 


PARTICIPLE MODIFYING J: Runnin, 
had left them. 


Р iods а 
мкомс: We have forty-five minute periods, thus giving us eight periods 
day. (The trailing participle refers loosely to the whole sentence.) 
NO PARTICIPLE: We have eight forty-five minute periods a day. 


g home, I found the tickets just where I 


33B OTHER DANGLING EXPRESSIONS 


Avoid dangling gerunds, 
or infinitive at the beginning 
the subject. 


d 
infinitives, and elliptical clauses. A P 5 
of the sentence should relate in thoug 


DANGLING GERUND: Afte 
RIGHT: After working th: 


ө ivi ou а 
DANGLING INFINITIVE: To keep up with the home news I am giving y 
Subscription to the 


x raise. 
T working three weeks there was a five-dollar 
ree weeks I received a five-dollar raise. 


Daily Leader. (The Speaker isn't keeping ир.) a sub- 
RIGHT: To help you keep up with the home news I am giving you 
scription to the Daily Leader, 


(The speaker is helping.) 


Р 15015: 
RIGHT: The dwarf insisted that the duel be fought on horseback with pisto 
EXCEPTION 


al 
These rules do not apply when the modifier designates a gener. 
action. 


PRACTICE 7, Correcting Dangling Modifiers d 
Р ог 
Correct the following. When you use a participle, tell what w 
it modifies, 
1. When six years old, пт andmother died. $ ; ing 
2. The building is of red Trick with many gables, making an impos 
Structure, 


3 

4. Comparing Japan and Englan 
" Being only five feet tall 

7 


* 20е room is qu 
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ARRANGEMENT 33 


8. While waiti 
9. Don't ЕРШЕ for a О20 bus, a thunderstorm drenched us. 
10. After m ur subject move while snapping the picture. 
- Typin ning a room the next thing was to get a job. 
n риу, the keys begin to stick. 
My Glare: ТЫ about politics, my tempe 
only ue rc in perfect running condition afte! 
k er listeni А i 
have fr ning to: yout program so many times some of your wisecracks 
ring open the envelope, a check fell out. 


г flares up quickly. 
т working on it for 


33c 
ee MODIFIER 
ace modi А 
rangement, difiers near the words modified if clearness requires this ar- 


Zanuck 
had to take a job catching hot rivets in the shipbuilding plant, 


(Did you ever taste a rivet?) 


Andr 

> ew Carnegie helped those who were 
I^ ga 

Y giving generously to worthy causes 


unable to help themselves 


(A modifier should stay in 


it 
5 own clause.) 


33D 
SQUINTING MODIFIER 


Do 
the follow, place a modifier where it may refer to eith 
owing word or words. 


Sin > 
Се а tennis racket may warp{when not in ше} should be kept in а 
Press: 


San Antonio) to visit them 


inning or at the end of the 


er the preceding or 


The 
Greeleys invited us(before they left for 


d at the beg 
jn meaning?) 


(The ci 
E circled clause may be place 
nce. What is the difference 


PRA 
CTICE 8, Placing Modifiers Correctly 
ntences. When you change the 


Co { 
posin o or improve the following Se : 
1 of a modifier, tell what word or words it modifies. 


EXAMPLE 
as а mouse during ап examination. 


M 
У classmates are as quiet а 
classmates are as quiet as 


uri; ads 
ar an examination ту 
examination modifies аге. 
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ЗА sentence sHIFTs 


А and 
are four thousand miles of border between the United States 
1. Ps on the north and Mexico on the south unprotected. -— oe 
2 со in опе class knows what the students in the other cla: 
å doing through the school paper. 
3. Every night I bring home two or three 
4. There were Dick’s trousers with а г 
the floor. 


1 i tions. 
books with very good inten ch 
oll of bills tucked in the pocket 


5. I missed the two first lessons. 
- My both jokes have been told. | | гой 
= we are raving а special sale of percale bed sheets in all sizes for ou 
customers on June 1, | Hc 
8. Personality Preferred is well worth reading in many ways. ough 
Э. Fritz walked out into the night as the moon rose and wandered throug 
the grounds. і E 
10. Mr. Moore totals checks received during the day on an adding mac 
11. When I went away 


: take 
to school for the first time in my life I had to 
care of myself. 


егп 
12. The assignment was to read Pages 31-48 for a background of mod 
poetry in the textbook. 
13. The patient kingfisher 
the tallest lakeside tree à d to earn 
14. The person who steals in two cases out of three has found it har 
an honest living, 


; h of 
waits for a passing fish on the highest branc 


34 SENTENCE SHIFTS 


our sentence in on 
onsistent. 


; ing in that 
If you start y € direction, keep it moving in 
direction. Bec 


Finish what you begin to say. 
34A SHIFT IN CONSTRUCTION 


Do not needlessly shift Subject, Voice, 
son. 


er- 
r 
tense, mood, number, oF P 
SHIFT IN SUBJECT AND VOICE: Surel 
you 
Series, and.it-can 


cture 
y you can spare three dollars for the le 
arrange Д is, 
Iment р. 
to pay on the instal pies E 
2 jes- O 
SHIFT IN TENSE: The batter hit into a double play, and the pitcher-strikes- 
the next man to retire the side. 

SHIFT IN MOOD: F; 


irst, wait until you hear the dial tone. AMOR. 
dial the number Correctly. j ing away # 
SHIFT IN NUMBER: In the Altman office 1 saw fifteen girls pounding @ 
s 
-& typewriter. : to hear 
IN PERSON: One hungers sometimes when in a foreign country 
one’s 
Your native language Spoken. (His is also correct.) 
180 


CLEAR, CONCISE SENTENCES 


SENTENCE SHIFTS 34 


34B UN 
FI 
NISHED CONSTRUCTION, MIXED CONSTRUCTION 


Don’t begi 
e к 
Don’t mix а опе grammatical construction and leave it unfinished 
ne sentence two ways of saying а thing. 


MIXED: My і 
ea МУ intended vocation is to be a nurse. 
es ly intended vocation is nursing 

: [intend to be a nurse. | 


“The-person-who-drinks liquor 
esi constantly, liquor асай 


a person's 


The drinking of 
ens his mind and 


destro: 
ys the walls of his intestines. (Person has no verb.) 


You c 
ап s i ; 
ce that if I employed girls with all these characteristics, 


TICE 9, Being Consistent 


and 


how effici 
cient my office staff would be} (What other way can you re- 


co 
nstruct the sentence?) 


Corre 
ct the following sentences. Express each thought clearly 


exactly, 
lo 
* Once i А 
usually | а while a backseat driver will make а helpful suggestion, but 
2. No eh ey are pests. 
5 for it ter what your goal is in life, nobody gets there without working 
* First. 
» the correspondent should keep calm and unrufiled. Second, pay 


+ Alth 
Although at first the committee 0bj 


* Itis 
есеѕѕагу to acquire an ex 

. 800d Sport. 
do such stupi 


Stick 
‘ ng your tongue out at someon 


attenti 

ion to the little things which make for courtesy- 
ected to my money-making scheme, 
rd work and fair, honest 


It w; 
as finally approved by them. 
and by ha 
t for their money, 


e 
en boys were country boys, t 
makes this ways striving to give the public the mos 
ife on ys great business what it is today. п days and shows jo 
ow elis Mississippi takes one back to the olden jays shows you 

iby ae e parts of our country were developed. А 
5 from home to а serviceman overseas keeps them from worrying 

шагу will help us in exp 


abou 3 А 
Out their friends and families. 
tensi 


уе yocab lain- 


in 
& our thoughts. 
your body, and teaches one to be a 


оо ; 
tball trains the mind, builds UP 
en L am in a television show 1 d things as lick my lips 

you look exactly as though you were 


Whe 
П they get dry, which makes 
а him to the garage 


е, his father sends 


Aft 
to ie came back from the stor’ 
cause the air in the tires. 
ny we started very late, nO Junch W: 
he У, ап who could accomplish that tas 
Was a h rot 
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as taken. : 
к, the whole world would think 


35 connectives 


ee 
has been mise 
i are all grown up and her husband who 
d zs еа of me 5 is now on the road to recovery. 
ie if ou haven't many clothes, one can be neat and clean. ре 
i tee be first great American loves was that of John Rolfe а Я 


: п ith, is 
hontas, who previously had saved the life of Captain John Smi 
described by Mary Johnston. 


35 CONNECTIVES 
35A ACCURATE CONNECTIVES , E: 

Use the conjunction that expresses your thought exactly. p pos 
plus; but equals minus. Don't use one When you mean t See 
Don’t use either when you need a subordinate conjunction. 
Rule 751. 


ы d ental 
Women in the United States began to have a share in governm 


but uffrage 
affairs as early as 1691, -and they were not given complete s 
until 1920, 


ап, 
The only other Customer in the Secondhand shop was an elderly ™ 
who 


-and-he-was reverently examining а worn volume of Keats’s poetry. 
35B WHEN, WHERE 


" 4 stion, use 2 
Use when for time and where for place, After is ina Чер, sign: 
noun, not when or where introducing a clause. /s is an equa. an 
Constructions like “The best part of the Story is when. . - 
“Another dramatic Scene is where , . 2 are illogical. al 
Е : un 
In Japan when the time comes for a son to get married, a family cO 
at which 


is held-where-the Prospective bride is chosen. 
Ina 


WRONG: My fir: game was when I was nine years old. 
RIGHT; When I 


Was nine years old, I saw my first baseball game. 


1. Harry was sick fo 
ne part of the b; 
crew of two whit 
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:« subject? 
T four weeks last term and he passed all seeps his 
ok youngsters will like is when Captain НОК. 
© men and four Africans are pursued by pirates. 
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CLEAR THINKING 36 


3. The 
fn ceed ends where General Custer and his army are trapped by the 
- Th А 
1 аан Course is when you intend to go to college. 
speaki er particularly one adventure where Bunny imitated a Hindu 
6. Ther ng to the spirits of the dead. 
e should be a humor column in the News, 


DES 


and I am sure the students 


1! 8 епјоу {һе рарег тисһ тоге. 
те ost exciting adventure is when Lindbergh has to bail out when his 
8. $ gine fails. 
9. bung is when I like to go out into the woods and walk. 
and I 


I int 
end to graduate from Centenary Junior College this June, 


sh i 
10. M like to attend a secretarial school. 
£ is where the onions are cleaned and put into bags. 


36 
CLEAR THINKING 


Don't be ; 
be mh be in too great a hurry to put your 
Teader "ES = the not-quite-right word. 
Nderstand, now what you are thinking. 


words on paper. Don’t 
Don’t assume that your 
Think whether he will 


36, 
reme WORDS 
А х what your words mean. 
ч arly, exactly, completely. 
h 
€ greyhounds were trained in a level field whe 
leap over. 


for th 
Don't he dogs to-undergey 


miss tomorrow’s game. 


ide, Choose words which express your 
re obstacles were set up 


PR 
ACTICE 11, Using Words That Say What You Mean 
9 с what the writer or speaker was trying to say in each of the 
ing sentences, Then express his thought exactly. 
wing the seeds too thick or 


1; *p 
шр thing you have to be careful of is 50) 
2. Th in. 
€ average fish lays from 100 to 5000 eggs but beca 
matection and peor] enforced fishing laws how many 
оше? 
А ^ pos or fellows will be admit 
5 points. S all analyze our pers 
ben deve my qualifications are fit for the stenographic p 
$: iun in today's Times. 
infe min С, found in such 
Ctions and bones. 
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use of inadequate 
of these fish 


an escort. 


ted without i 
d try to 1 


onalities an improve our bad 


osition you ad- 


fruits as oranges and lemons, is à remedy for 


36 CLEAR THINKING 


teeth, 
tors find that in school children the commonest defects are 

ctors : 1 

» се UR tonsils, and adenoids. 


onent presented many facts, but most of them aren't true. 
a Tet you could clarify me on this point. . 
9; УЗ fect in my writing has been paragraph unity. —. 
ndi 5 ehonded seventeen miles per hour is the speed capable о 
ү боша. “City of Los Angeles,” 


waist 
12. There stood Madame Defarge with a sharp dagger around her 
` and a loaded pistol hidden at her bosom. 


36B LOGICAL STATEMENT -— 
z ine is 
Belogical. Make complete comparisons, Do not say a thing i 
it isn't. 


a mother of 


E erson 
I am writing as a housewife and,four children, (How can one p! 
be five persons?) 


. A candidate ‘ected for 
A candidate’s vision must be 20-40 in each €ye;and-may be rejec 
е : vision 
any Serious disease ог abnormality, (Is the candidate or the 
Tejected?) 


prices at arket. 
The prices at the corner delicatessen are higher than the superm 
(Compare prices with prices.) 
We almost came to 


А our 
blows over who should hold the reins of See rein 
petnamefor- our horse, (Do you hold the reins of a horse or t 
of a horse’s name?) 
- I can become a 
In the Navy I can learn a trade 


T 
Such-as A e, О 
са: x radioman, pharmacist's mate, 
Tpenter's mate, (A radioman is not a trade.) 


y f New 
For the most part the gettin takes-place-in-the grazing country y 
Mexico. (Don’t confuse the action of a book with the setting. 


36C CONTRADICTIONS, ABSURDITIES 


contra" 
Work out your idea. Do not leave gaps in thought. Do not 
dict yourself. 


A 
"Although-a-police lieutenant, 


1 T 
се i jssion? 
а policeman, and the Police ошо 
wi га › and their services were not пе 
sre Present, the proceedir 185 Were orderly, year-old 
ABSURD: The General Was in the Philippines as а twenty-three-y' o 


i for 
lieutenant from 1903 to 1905. (Cana person stay the same age 
years?) 
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CLEAR: . 
The General was in the Philippines from 1903 — 


CLEAR THINKING 36 

é he was a twenty- 

three-year-old lieutenant then — to 1905. P 
nearly 


€ usu: 
a ally-always spend the summer in Maine. 
© contradictory.) 


(Usually and always 


PRA 
CTICE 12. Writing Clear Sentences 


[S 


. Of ; 
the 613 divorces granted in Neva 


- Th , 
15 boy's name in the third seat is George M. Di 


* The 
. Bo 
‘УО books take place in the pre 


you 1 
6 Within а few weeks. 


Chan 
ge each of the following into a clear, sensible sentence. 


- Someti 
etim uhi 4. giras " 
es a person with imagination is not always a genius. 


eel, glass, and other stones. 


The gri ; 
© grindstone is used in grinding st 
da in a year only 88 were residents 


ot the state, 
oes Afric? TS 
Бого psychiatrist's training take longer than a surgeon? 
E TÉ the girl's name, led them into the house. 
ompson fell on an icy sidewalk and could not get up for more 


Шап a month. 
amon, twelve years old. 


M 
т. Wood and the Choral Training Group promise us the best perform- 


ane E 
Elie given at a Spring Festival before. 
seeing the spy movie my little brother decided that the life of a 


Theda appealed to him more than a forest ranger. 
esk drawer which is stuck might have been caused by damp weather. 


Rn is thename ofa town in which the setting ofthe story takes place. 
mens? of a clerical error Evelyn Alit is now scholastically eligible for 

smbership, 3 
qs my bad habits is sitting do 
Üinidda exercise should not be pr 
ay another bottle of milk is given to 


wn to answer letters. 
olonged and followed by a rest. 
the child and for a few hours 


afte 
„ту Гага left alone to sleep and rest. i 
venue in Brooklyn. 


io takes place on Flatbush Avenus 
st 18 was a beautiful Saturday morning. 


bear cub wei 
г а normal baby. 
weighs only one Dr Кыл death took place on the banks 


Hudson 
sent time. М 
summer catalog wil 


our r 
request for our new spring ап 
from Lexington on Saturday 


г. Charles L ile driving home 
бето, уаз p wi perit automobile. Mr. Luce suffered a 
Oken front wheel and had his front mudguard badly bent. 


1 be sent to 


REPETITION FOR CLEARNESS 


е 
Peat any words needed for clearness. 


dishes. (15 Sally going to cook 


S to 
ally Promised to cook and, wash the 


© dishes ?) 
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36 CLEAR THINKING 


Psychoanalysis is a subject about which most people know nothing 
which they 


“ ich 
but,still discuss learnedly. (Which people discuss, not “about whic 
people discuss.") 


PRACTICE 13. Repeating for Clearness 


Make each of the following clear by Tepeating or supplying а word. 


1. I was afraid that I wouldn’t be abl 


е to speak or forget my lines. 
2. Glacier National Park is visite 


d by many tourists who like rugged scene"? 
and especially amateur photographers. job 
3. This issue of Mademoiselle gives helpful hints for a girl looking fora 
and other good advice too, 


4. In first aid class we learn 
5 


$ ей how to bandage and control bleeding. 
- My sister Sandra taught 


me to sew and design dress patterns. 
36E UTTER CONFUSION 


T re 
Some confused sentences defy classification. Their writers s 
obviously confused too, If you write such sentences, begin all 0 
Think first. 


SAID: The New Year's Буе i 
я Party was prepared for Christmas. +e Eve 
ps MEANT: Part of our Christmas fon was planning a New Year $ E 
party. 


PRACTICE 14. Bringing Order Out of Chaos 


These hopelessly confu 
themes, Try to figure o 
meant. Then say it clear 
card irrelevant fragments ang 


EXAMPLE 


Sed sentences are from student write 
МЇ What the writer of each sentence probris. 
ly. You may have to use two sentences. 
needless repetitions. 


š Н on? 

Often a Secretary is begrudged the credit due her, but she is veil 2 
of the most important members of a staff which relentlessly cart! Г 

With her value to the proper functioning of an office unrecogniZe ^. jo 


+ D 5! 
ften а Secretary isn’t given the credit due her. She is largely respo” 
for the smooth functioning of the office. 
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T crear THINKING 36 
+ SO, as you see " - 
E am definitely Mm = following routine occupation, salesmanship, I 
ә wever, E 
dollar bill aes | came the buyer and he suggested that an imitation one- 
the store the Pol ed in the newspaper to the effect that when brought in 
When going P Жү receive a dollar off their purchase of a new rug: 
you are afraid and looking for a job and can't talk in front of a stranger 
Many E you will certainly not get ahead. 
and ат em owe express their ideas and opinions in this magazine, 
use to hi hey can gain some knowledge which may prove (0 be of 
When а later on in life. 
their ри fail the batters come fort 
on the job. nd the opposite is brought to life when t| 
Thek 
as it а me that when the time comes 
7. The есш Je to you, but plan years in advance. 
appearing int Jack-of-all-trades cannot meet and accomplish the ever- 
8. To try A of the modern working world and its branches. 
the heat ad in the city streets is almost impossible due to the noise ап 
Your Са 
tr Career i i, B Е 5 
ib business : à Business is a book writte 
ч me А 
pines "Eu diseases that Dr. Heiser had discovered were in the Philip- 
from bei had been able to help the people there to prevent the deaths 
ing so high like cholera and leprosy he also found there. 


h to do herculean work with 
he batters fall down 


to look for work, don't wait, 


n with a large variety of intelligent 


PRA 
CT 

ICE 15. Writing Clear Sentences 
ulty sentences. Give a reason for each 


Сог 

” А 

ect ог improve the fa 
are correct. 


c 
ange 
Two of the sentences 


1. Th 
z Треп Mr. Willis said, “I am glad 


Macb 
e 
4. nent deficiency i 
s, 804 s book it describes the offerings W 
n Fo: А j 
6. In ена children I think they would enjoy this boo 
stood, middle of the park was 2 water fountain, wi 
Te oes at the edge of it. H 
8 tution? е school provide a placement bureau for 
a соо een for storytelling help 2 great deal to some ех 
10, ga Din’s life is in constant danger of being shot. of мн 
1 hm [Шек was very cruel; when Jean Valjean was parolee, е е 
1. Bej all over France. : » 
12, cing a very ent r 1 certainly enjoyed Kon-Tiki. | 
13, En comes A ч PE westroth, who is ОП the porch sweeping. 
elen next removes the furniture from the parlor and sweeps it. 
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s on these seats." 


face: 
im feel even more 


to see new 
h made hi 


the air whic 


1f-confidence. : 
on hich the Chinese make to their 


k. 
hich bronze figures 
graduates, and the 


tent. 
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36 CLEAR THINKING 


s ich is 
14. The light causes a chemical action on the plate in the camera whic 
imperceptible to the eye. 


15. The little old lady’s favorite pastime is to work in the yard. 
16. The sur 


з o 
geon performed a delicate operation on Mrs. Halley’s face, wa 
had been in an automobile accident. ctly. 
17. When you go for an interview one should dress neatly and corre hic 
18. Lincoln moved the audience to tears by his address at Gettysburg, 

was a result of simplicity and sincerity. 
19. I had the biggest breakfast 
20. The most interestin, 


ght, an amusing story was told me. iss 
Red Cross blood donor should see М! 


of the Yankees, Mrs. Miniver, The Men, а0 
many others. 
- Besides the humor column there is “Speakin Personally,” 
which interviews the students, Я s á au 
26. The pus of Louisa Alcott, Nathaniel Hawthorne, and Henry Hw " 
are buried on Author's Ridge in SI à „сой 
Massachusetts, лз Hollow гоз 


а column 


hi Propelled alo g 
tricity, or others, They usuall 


hedule. 
Опе would ride any railroad vil always operate on a regular sc 


Н Island 

tae you would be satisfied with БЫ ы сатыр 
Sland Railroad for a lo: 

to be made, p length ý 


Nothing in definition ap, 

Nothin; ош b 
condition Isn't hardly up to whats 
electricity furnish th 


t to 

is what: The pra i ho hope to get | 

reis before lunch is wh г и a deficiency і 
ity. Tt is as unpredictable if not More unpredictable than a wom 

» Cloudy skies, or high winds. 
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Long 
have 


CLEAR THINKING 36 


takes my brother and I to school 


Th " 
е Long Island Railroad every morning 
leave the house for the station, 


When it і е 
pr. un At about seven-fifty we 
at train has audi walk, to catch the seven fifty-eight train for Jamaica. 
Dot a long time ways been late and always will. t was on а real cold day 
In the station EUM we arrived at the station and was amazed to see the train 
took that traj е clumb aboard and found out we were sure foolish to have 
eave us get om bow next stop was New York, and the engineer wouldn't 
ew York and T the train at Jamaica, thus making us go all of the way to 
i arging us for it. At school when we got their they wouldn't 
for telling it. 


elieve 
с dad and I and nearly throwed us out 
example to show what I mean about the Long Island Railroad. 


Bein, a 
mutation i ay morning, you had to stand in line for buying a weekly com- 
fty-eight nip: Just as my brother and me got to the window the seven 
Ch it, whi es was then cight-five, pulled in and we had to hurry up to 
ch didn't give us time to buy it. The next day you get up à half 


an hour 
White Bic and have plenty of time. Reaching the window there was a 
amaica » ' it said, “This window closed because of illness. Buy tickets in 


Commu; 
Other „oting on the Long Island Railroad may be more hectic than an- 
*t think I'd change it. You develop 


rai А 
lroad, but in my opinion I don x maen 
rresponsible child. 


e sam 
e " 
sort of a indulgent affection аз a charming but i 
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CLEAR: CONC 


11 PUNCTUATION 


Punctuation helps the wr 
the reader to get the thought 
NOT CLEAR: The boss said 


CLEAR: §6The bossy? sai 
CLEAR: The boss said, 


: . helps 
iter to make his meaning clear and 


Jerry is a loafer, 
d Jerry, 665 a loafer,95 
*SJerry is a loafer,?? 


37 PERIOD 
37A END or SENTENCE 


The temple was the most important building in a Greek city» 
Imagine yourself оп а safari in Africa, 


г. 
Тһе meaning rather than the grammar of a sentence may a 
mine whether there should be end Punctuation, This is especially 
of elliptical Sentences which are answers to questions. 

How true, 

So far, so good. 
37B ABBREVIATIONS, INITIALS 


A . Wise 
The period is used after abbreviations and initials: AeMe, 
Mr. А. В, Kendall, C.O.D 


° 
9 not use a period 


ahin 
with 
after per cent or after a Roman numeral 
a sentence, 


By 4:30 P.M. 90 per cent of Book П will be ready for the editor. 
In 


iza- 
. In the abbreviations of the names of many well-known oreo : 
tions, periods are Not required: AFL, FBI, USMC, СВЅ-ТҮ, 
38 


COMMA 


TEST 8A (Diagnostic), The Comma that 
^ On your paper Write every word in the following ipee jo? 
Should have a comma after it^ and insert the mark, Overpunct 
190 PUNCTUATION 


is just as b 
ad as underpunctuation. If you either omi 


comma 38 


t a needed punc- 
entence is wrong. 


tuatio 

n mark E 

Or the үрп а mark that is not needed, Ше s 

Correct Ar Gae punctuated sentences write C. (Number of 
= Score) Do not write in this book. 


EXAMPLE 


The kiwi 
wi РЕЯ ; + 
a long-billed flightless bird is the national symbol of New 


Zealan d. 


i 
2. G 


* The St. 
"те Strongest man is the one who 


a 
s The Ide up of sobs sniffles and $ 


LW 
* W. Powell the fi 1 
срїоге t 
frst man to explore ТЕ 24 1869. 


ki М 
de long-billed, bird 
Piccadi " 1 

Cars ШУ Circus London there is an endless stream © 
old th pedestrians. 

e m qe Ee 
Chemicals, nost malleable of metals is highly resistant to all sorts of 

ur guid 

moth Беча preceded us up the slope told us that Kentucky's Mam- 
iscovered in 1799 is filled with beautiful rock formations in 


е shay 
pes of flowers fruits trees and waterfalls. 
stands most alone. — HENRIK IBSEN 
tive joy that only poets are supposed 


trustworthy weapon to 
quickly adopted 


d of 


f buses taxis 


ere is į 
to know in manufacturing a crea 
ас said Walter Chrysler. 
Obtain шшш frontiersman 
е rifle. and to protect himself 
eighted with a pungent blen 


needing а 
from hostile Indians 


. The h 
arbor breeze damp and cool was we 


Yes qnd seaweed. 

е doni to write quiet not quite. A 

e Waterfror said “Friends a supply ship is due to arrive 

Shing rne at Lisbon a city of 750000 has the atmosphere 

fte age. 

T they had washed the four boys red-faced and freshly combed 
he dinner ong. 3 

asi" : remarked that life 


on October 19.” 
of a small 


Ballo, 
e 
a ped down the stairs in answer to 


Th th 
-a the 
IS mi short story “The Gift of the Magi" О. arke 
id miles with sniffles predominating. 

Ouse | that too much water is better than too little has killed many 

an e. plant. 

travel (р Mountai 
Snow, y car in a few hours from 


h attracts many skiers who can 
to crisp mountain 


12000 feet hi 
" : desert sand 


hot 


from he Grand Canyon by boat started 

Green Ri 5 

any coloni iver City Wyoming ОП bp 

teachin thoes knew that he wou а be delaye Or 1 

eeu the scene of tlie fire he flung his fire buckets out the window into 

reet where someone in the running crowd seize 
ing toward 


1 them SA 
the чоок was evidently anxious for his eyes kept wanderin 
you e) sometimes see a man wrestling with an alligator “в a stunt but 
one wrestlin with а crococne- 
191 


are not likely to see any 
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38 comma 


19. In the United States there are more than a thousand junior and senior 
colleges for those who wish to continue their education beyond the high 
school. 

20. While the evening shadows settled thickly into the age-old crater of the 
volcano the village lamplighter climbed up the antique Dutch lamppost 
placed a lantern inside the glass container climbed down and went on 
to the next corner. 


TWO COMMAS TO SET OFF 


To set off means commas on both sides unless the expression comes 
at the beginning of the sentence or needs on one side a dash, semicolon, 
colon, or period. 


38A APPOSITIVES 
Appositives, as a rule, are set off by commas. 


Washington Monument, the tallest piece of mason S 
555 feet into the sky. ту on earth, spear 


38B OR, ESPECIALLY 
Appositives preceded by or or especially are set off. 


At a bullfight the picador, or mounted lancer, : 
Card games, especially solitaire, bore me. › prods and excites the bull 


38C IDENTIFICATION 


The commas are omitted if the appositive identifies the person or thing 


The poet Goethe. (Which poet?) My niece Dian i ESO 
The noun dreamer. (Which noun?) The year 1066. UAE niece?) 
and Bess. The expression comme il faut. opera Porgy 


38D PARENTHETIC EXPRESSIONS 


Most parenthetic expressions are set off by commas, Parenthetic ex- 
pressions are sometimes called interrupters because they break the 


flow of the sentence. In speech there is ordinarily a slight 
and after a parenthetic expression. £ht pause before 


Wood contains, among other things, a substance called carbon. 


Usually after all, at any rate, by the way, for example. | 
however, I think, I believe, I repeat, in the first place, o d v (ш 
though, to tell the truth, and you may be sure are set off, er hand, 


sions are set off only if a speaker would pause before ang a ag 
em. 
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a 


comma 38 


PARENTHETIC: At the end of t u 
; he day, however. i ca е то: 
озуеуегУу Сїпрег had ght the m 
y» st 


NOT PARENTHETIC: Hi 
H OwWevej 
(However modifie: P carebit iri 
S Eon y I stir it, th 
у) ‚ the sauce always curdl 
es. 


PARENTHETIC: Success in 
: їп any field. 
ffort. y 1 9 I believe, is th d 
э е pro uct of sustai 
effo: ined 


NOT PARENTHETIC: І beli 
+. 2 E 
tained effort. ve that success in any field i 
" КЕ сз АБН is the product of sus- 
: The boys neve! Браз 
rtheless admitted that үлү had scaled 
ad scaled the wall. 


n 
Adjectives placed after the nouns they if 
modi y are set off. 


T TM S 

he captive lions, spiritless and flabby, languished 
ished in their ca 

ges. 


PhDs US i 
"rer М. Dy USNR and the like after a пате. Jr. and Sr. 
ponad F. Othmers 
hemical Engineering. 


M 
D ayo Hartman, Jr. is the 
: Mr. Arnold Hartman Jr. is t 


M.S., Ph.D., is the head of the Department of 


contractor for this building. 
he contractor for this building. 


38E 1 
аи EXPRESSION 
, i 
Not, but у mma is used to set off à contrasting expression introduced by 
01, or though not. 


The 
sandwi 
standard Аш though not an American inv 
П etymo] American lunch. 
ogist studies words, not bugs. 


ention, has become the 


set off by commas. 


aF 
AD 
DRESS, DATE 
the first is 
dogs write to Canine 
OTR. 


Dan 
ad 
dress or date every item after 
classes for 
New York 


For further inf 

alle ‘ormation about trainin 

«Street i дА Bak ЧЕ внер Кау work 28s (449 East 86 

merica” he second item; New York 28 18 the third.) И 

was first sung publicly on July 49 18325 in the park Street 
the school children of Boston. 


Chu 
ri 
ch, Boston, Massachusetts» 
ommas may be omitted. » 


his not given, 
awar for his 


thec 


WE 
hen the day of the mont 
ded a Nobel Prize 


1 
п December 1932 Irving Langmuir was 
ork in surface chemistry- 


38G 
© PERSON ADDRESSED 
ommas are used to set off uer 


How long is a nautical miles 


the name of a person 


George? 
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38 comma 


38H YES, NO 


Use the comma to set off (1) yes, no, and simi in- 
, n0, milar responses; (2) in 

troductory well, why, and now; (3) etc.; and (4 s Р 
: ory » WAY, ; i xclama: 
tion point is needed. (9) oh unless an exci 

Oh, no, the clock won't work on dire t 

Well, how far have we come? еш 

All right, let’s start on page 17. 

The numbers 6, 9, 12, 15, etc., are all multiples of 3. 


381 QUOTATION 


А. mri o to set off Ле Said, or a similar expression, from a di- 
a . j © comma always precedes the quotation marks. 
man must not swall AMA : 
can digest.” allow more beliefs," says Havelock Ellis, “than he 
But: He cried “Help!” and sank for the last time beneath the water. 


38J LETTER FORM 


А comma is used after the compli 
‹ m 
salutation of a social letter. plimentary close of a letter and after the 


Dear H i 
r Harry, Sincerely yours, 


38K INTRODUCTORY PHRASE, CLAUSE 


Use the comma to set off (1) an i 

E ntroducto icipi: d 

(2) a long introductory adverb clause, preposi di eg Del phrase s 
phrase. phrase, or infini 


Spattered over eleven million miles of а 

P Polynesia contain all together less Ee ше the thousand atolls 

people than Rochester, New York. an Maryland, and fewer 
When a young man in Manhattan writes to his piq : 

letter is blown to her through a pneumatic ud girl in Brooklyn, the 

a NNUS € lying under the East 
Of the five million printed manuscripts and books ; ed 

in London, Biblical writings BEA y em раруч fs British Museum 

standing treasures. т Egypt are out- 
To ease the animal fat shortage during the Franco-Pryce; 

garine was developed in 1870 by a French chemist, Tussian War, mar- 
If the conjunction and, but, or that is followed by an ; à 
phrase or à long adverb clause, the preferzed чо 
fter the modifier and no mark after and, but, or pon is 


at even though a man has worked hard in a 
he ought not to sit on a bus when e 


participial 
a comma а 
I still think th 
office all day longs 

are standing. 


factory or an 
Iderly women 
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comma 38 
It i А 
clause. foe to insert a comma after every introductory adverb 
- If there is danger of misreading, a comma is required. 


RIGHT: 
When the Supreme Court is in session the Justices have only a half 


bo d for lunch. 
IGHT: : 
HT: When the Supreme Court is in sessions the Justices have only 


Bie a hour for lunch. 
Я ile Mother is driving; Dad watches for traffic signs. 


1S nece: 1 
ssary to prevent misreading.) 


(The comma 


A short i 
Insert ees introductory prepositional phrase is not set off by a comma. 
omma if there is danger of misreading without it. 


Afi i : 
Ta M last pitch Harry slowly trudged off the field. 
2 After pitching, Harry slowly trudged off the field. 


38L 
NONESSENTIAL PHRASES, CLAUSES 


Use 
the comma to set off nonessential 


claus 

es, ; : z 

S. An essential modifier defines, points out, or narrows the word 
r clause gives additional information. 


modi 
t сше. _Anonessential phrase о ‹ 
slightly Ъ and something.” A person reading aloud usually pauses 
The efore and after a nonessential phrase or clause. Р 
essenti Te are two tests for determining whether a phrase ога clause 1S 
ial. Since one test sometimes works better than the other, study 


and use both. 
ТЕ 7 
EST 1. Does the phrase Or the clause answer the question “Which 
опе?” or “Which ones?" If it answers one of these questions, it is 


essential, and commas are not used to set it off. 
E Senay : 
SSENTIAL: A girl who is strong, energetic, intelligent, cheerful, and sympathetic 
should consider nursing as he italicized clause answers 


a profession. 

meee question “Which girl?”) à Pee ons 
ESSENTIAL: Lorinda Thompsons who is strong, energetic, intelligent, 
cheerful, and sympathetics expects to be a nurse. (The italicized clause 

does not answer the question “which Lorinda Thompson?") 

se change the meaning of the 

fit? If the answer is 


(nonrestrictive) phrases and 


Tesr 2. Does omitting the phrase ог clau 
rest of the sentence or make nonsense out О 


“Yes,” the expression is essential. 
ESSENTIAL: Underground passages which were used as burial pla 
early Christians ave called catacombs. 
NONESSENTIAL: The early catacombs which were protected by laws were use d 
for refuge by persecuted Christians. 


That is used only in ess 
A mineral that contains enough 


an ore. 
PUNCTUATION 195 


ces by the 


ential clauses. 
metal to be extracted profitably is called 


38 СОММА 


ESSENTIAL PHRASES AND CLAUSES 


1. The boy leading the runners was 
Dick Carson. (The italicized 
phrase answers the question 
“Which boy?") 

2. At a recital Mother and Dad are 
proud of me if I don’t make mis- 
fakes. (Without the italicized 
clause the statement is not true.) 


3. On a flight a fountain pen which 
isn’t designed for air travel will 
leak because of lower air pressure. 
(The italicized clause answers the 
question “Which fountain pen?") 


38M CONJUNCTIONS 


Use the comma before these 
although; (2) as and since when t 


NONESSENTIAL PHRASES AND CLAUSES 


1. Dick Carson, leading the runnerss 
broke the tape. (The italicized 
phrase does not answer the ques- 
tion “Which Dick Carson?") 


2. Mother and Dad are proud of mes 


if I am not mistaken. (Omitting 
the italicized clause does not 
change or destroy the sense of the 
principal clause.) 


3. On the flight my old fountain pens 


which wasn’t designed for ar 
travely leaked. (The italicized 
clause does not answer the ques- 
tion “Which fountain реп?”) 


conjunctions: (1) for, though, and 
he clause gives a reason. 


eard in San Franci 4 T Е 
h ПСІЅСО at seven o'clock, since Pacific Time is three 


hours behind Eastern Time, 


The conjunction because is often preceded b 
І а сотта. Thecomma 
indicates a slight change of tone and 4 brief pate 


If the clause is clearly €ssential, it is incorrect to use a comma 
before because. 


I can't see because the sun is in my eyes. 


PRACTICE 1. Setting off Nonessential Phrases and Clauses 
Classify the participial phrases and adjective and adverb clauses as 
essential or nonessential, give a reason in each case, and insert the 
commas needed. 
1. Julia Ward Howe who became the wife of a noted New England reformer 
' was herself a well-known essayist and poet. 
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comma 38 


2; ; 
Her finest poem which has become one of America's best-loved songs 18 


3. E n Battle Hymn of the Republic." | 
is poem first published in 1862 was written under rather unusual cir- 
cumstances, 

of the War between the States 


4. Е 
Traveling to Washington in the early days 
S. Sh s. Howe was appalled by the suffering and tragedy she saw. 
She envied the women whose skill and training fitted them for nurs- 


Ing. 
6. 
he felt that she could be of little service to her country since she had to 
y at home to care for her small children. 
outside the town. 


T; 
8 One day Mrs. Howe went to see a review of troops held n 
to their 


: On the way home the road was blocked by soldiers returning 


9 оппа. 
10. Hoi Howe’s carriage moved slowly for the troops nearly filled the road. 
sa ping to pass the time pleasantly Mrs. Howe and the friends with her 
| One popular army songs. 
Diae that they sang was “John Brown's Body." 
- A friend who knew Mrs. Howe's ability suggested that she write better 


13 pem for that tune. 
+ The next morning Mrs. Howe waking before daylight found the stanzas 
14 H à poem taking shape in her mind. . 

+ Having thought the stanzas out she seized an old pen near her bed and 
15 m the darkness wrote out the poem running through her head. 

+ 10 avoid waking her youngest child who slept near her she often wrote 


16, Poems in the dark. 
17. Having completed her writing she went back to sleep. | 
- She thought that she liked this poem better than most things she had 


written. T 

18. The song soon became very popular for the soldiers in the army camps 
loved to sing it. [ 

o contribute something to her country felt 


p iE Howe who had longed t 
at now she had done her part. Eres ders. 
20. “The Battle Hymn of the Republic” has maintained its high favor among 
American soldiers since it combines universal sentiments with a rugged 
marching tune. 


ONE COMMA TO SEPARATE 
“One comma to separate" means one comma between. 


38N SERIES NR. 

The comma is used to separate words or expressions ш a series. 

When there is а conjunction between the last two items only, it is correct 

to place a comma before the conjunction ог to omit the comma. In 
s this comma prevents misreading. 


some sentence: 

PREFERRED: oaks maples and birch 

CORRECT ALSO: oak, maple and birch 
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38 comma 


NOT CLEAR: In the store were displayed glass, ceramic and wood lamps 
(Are there two or three kinds of lamps?) 


NOT CLEAR: For dinner we had roast beef, spinach, baked Idaho potatoes, 
Strawberries and milk. (Four or five foods?) 


CLEAR: For dinner we had roast beef, Spinach, baked Idaho potatoes» 
strawberries, and milk, 


When conjunctions are used between all the members of a series, 
no comma is required unless it makes the sentence clearer. 


The courtly art of ballet demands discipline and refinement and the sense 
of a long tradition 


In the word BrOUp exciting football game, no comma is used, because 
the adjectives i 
but excit ing modifies football game. In sparkling diamond ring, diamo ^ 
modifies ring, but Sparkling modifies diamond ring. In colorful victory 
celebration, victory modifies celebration, but colorful modifies victor) 
celebration, 


. H i д 
Expressions like ап angry» bawling baby and delicatey sensit 
features require the comma. 


à x 2 the 
TESTI, Tf Inserting and between the adjectives does not - i 
Sense, the comma is needed: an angry and bawling baby; deli 
and sensitive features, 


5 5 А Se. 
TEST 2. If inverting the adjectives does not change or spoil the ne 
the comma is needed: a bawling, angry baby; sensitives deli 


features, 
The comma is not used before the and in firm names. 
Longmans, Green and Company 
Hinds, Hayden and Eldredge, Inc. 
Write measures without commas, 


А je. ; 2 
i exact age is 24 years 3 months 2 days, and his height is 6 feet 
inches. 


T Я to 
Colonel W. Н. Council flew from Long Beach Municipal Airport 
LaGuardia Airport in 4 hours 13 minutes 26 seconds. 


380 COMPOUND sentence 


The comma; as a rule, is used between the mut Du ofa em 
ound sentence if they are joined by a conjunction — and, bur, or “о 
p 


The female TUby-throated hummingbird builds the nest, and the male 
e 2 


nds it. с Т opel its body through the 
A venga cannot fly, but it uses its wings to prop У throug! 


water. 
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In с : 
à short sentence the comma may be omitted, especially if the 


Conjunction i 
junction is and, or, or nor. 
Wate 
T 
Someone else's garden and your own will always bloom. — GREEK 


PROVERB 


form and are closely 


If th 
r JANET. 
ее or more short clauses are similar in 
te them. 


connected ; 
ted in thought, the comma is used to separa 
Thi i 
mag ger rose from his seat, the judge pounded his gavel, the witness 
aes dully at the floor. 
cheeredy some booed, others kept а haughty silence. 


The 
comma may be used to separate the principal clauses of a com- 
itted from one or more О the 


Pound 

un ое when the verb is omitte 
T А 

UM for January is the garnets for May the emerald, for July 
u 

I у. 

Eo ues mythology Ra is the sun 
orld, and Horus the god of day. 


al punctuation, the following punc- 


god, Osiris the god of the under- 


I m 
n a long sentence with intern 


tuation i 

vation is preferred. 
е first pianoforte was built in 1721 at Florence, Italy3 the сше 
Th Belgium. 


known virginal in 1581 at Antwerps 


3 
8P ECHO QUESTION 
Insert a comma between a statement and а brief question depending 
upon the statement. 
This looks like Chris’s pens doesn’t it? 
But: 1 solved all the problems. Did you? 


38Q MISUNDERSTANDING 
Use a comma to separate two words or sets of figures that might other- 
wise be misunderstood. 
was knee-deep. (The comma makes it clear that 
reposition.) 


has held no terrors for me. 
If out of bed at seven o'clock as 


Outside, the snow 
outside is not 4 P 
Ever since, the dark 1 
The morning afters Alex dragged himse 

usual. AWA 
cent of the families in my town owne 


In 1950, 90 per 
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38 COMMA 
38R SEPARATION, DIVISION 


A comma (1) separates two proper nouns and (2) often divides t? 
identical words. 


To Ellen, Cynthia looked like a queen, 
Whoever came, came early, 


But: Tt was hard to believe that that Sweet old woman was the murderer 


38S NUMBERS 


. il- 
, Tna number in figures the comma separates hundreds, thousands, тЇ 
lions, etc. The comma is not needed in a number of four figures. 


958325479 and 62,500 but 8932 and 2000 


OVERUSE ОЕ THE COMMA 


ow 
5 are bothersome as well as useless. They sor 
Ы i ar 
ences. Punctuate sensibly by inserting qe. 
ood reason for it. When in doubt, leave! 
H i m 
Upon reaching shore we had to сатруоп the beach, іп a heavy de Г 
he use of commas after camp and beach unnecessarily breaks the 
of the sentence and overemphasizes the phrase on the beach.) 


38T OVERUSE OF COMMA 


Do not separate with a comma close grammatical sequences. 
Subject and y, 


; Е а 
b Ji erb. Do not put a comma between a subject and 
verb. 


The average hour] 
Seventy cents, 


Why bees make far more honey than they need, is a mystery to me. 


is 
У Wage that a student at college can earn today/ 


na 
Verb and Predicate Nominative. Do not put a comma betwee 
verb and its Predicate nominative or direct object. 4 
А i e 
Another reason for San Francisco's growth isy that the city develop 
into one of the world’s greatest shipping and commercial centers. 
j ive 
Adjective and Noun. Do not put а comma between an adjecti 
and the noun it modifies when the adjective precedes the noun. | 


A tattered, dirtyy cap was pulled down over a mop of hair, D 


Series. Do not put a comma before or after a series, 
Asia, Africa, and Europe, meet in the Near East. 
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Prepositi З 
position and Conjunction. Do not put a comma after a preposi- 


tion 
or : М = 
between a conjunction and its clause. 


Let ; 
wi таче faith that right makes might, andy in th: 
re to do our duty as we understand it. — АВКА! 


Paire 
Words s: Mora or Phrases. Do not use a comma to separate two 
phrases joined by a coordinate conjunction. 


The i : 
peregrine falcon is one of the speediest/ and most 
a comma with any mark of punc- 


at faith let us to the 
HAM LINCOLN 


powerful birds. 


ite "d Punctuation. Do not use 
n except quotation marks. 


“God bless us evi 
P. | ery one!” said Tiny Tim. 
What is the first line of the poem?/” asked Greg. 


EXCEPTIONS 


cat it to me C.O.D.,” said Mrs. Cullen. 
er the earth had attained a mass greater than that of the moon 
y of the earth’s), its gravity was probably not sufficient for holding 


gases of an atmosphere like ours. 


р 
RACTICE 2, Illustrating Comma Rules 


all the rules for the us 
г three rules in one sentence. 


ae sentences to illustrate e of the comma. 
rate, when you can, two 0. 


P 

RACTICE 3. Using Commas Correctly 
rd in the following sentences that 
ert the mark. Be able to give the 
is correctly punctuated. 
tion habits, and 


А9 үг paper write every WO 
ИДЕ, ave а comma after it, and ins 
Disc or each comma used. One sentence 

over your habitual errors, break your bad punctua 


form good ones. 


1. When Kentucky is 
Home" Kentucky 
Derby? 

. Kentucky some 
known as the Bluegra: 
я 3. In the remote past thi: 
Allegheny Mountains Was inhabited 
mounds and rock dwellings may still be see 
4. In Ancient Buried City located on a lofty b 
mounds five of which have been excavated. 
5. Centuries after Daniel Boone rode through 
Kentucky and with a handful of rugged sett 
settled in Boonesboro. 


“му Old Kentucky 


think first of 
the Kentucky 


mentioned do you 
bred horses Or 


bluegrass thorough! 


by the Moun: 
n. 
luff near Wickliffe are forty 


the Cumberland Gap into 
lers from North Carolina 
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6. Trade was carried on over the Wilderness Trail the overland route which 
with its various branches later became the basis for Kentucky’s highway 
system. 

Ts The rambling outline of the Ohio and Mississippi rivers not the arbitrary 
lines of a surveyor dictated the western boundary of Kentucky. 

8. Since the three thousand miles of waterways provided both transporta- 
tion and power the river towns Brew rapidly. 

9. Kentucky once a one-crop state now produces corn hay wheat barley 


potatoes and tobacco and manufactures tools utensils clothing and foo 
products. 


10. The mountain ranges forest lan 
marshes and eroded hills foster a 
11. A man from Kentucky once said 
one who leaves Kentu 


ds fertile meadowlands mining bm 
mixed people independent but friendly- 
"I know the world is round since every 
cky always comes back.” - 
not alone from the bluegrass the do£ 


hom Kentucky has a claim are Daniel Boom 
Henry Clay and Abe Lincoln who was born at Hodgenville Kentucky 


y can boast Elizabeth Madox Roberts Irvin S. CobP 
and Alice Hegan Rice author of Mrs. Wiggs of the Cabbage Patch. ld 
. rve the United States "Treasury in 1936 built a £o 
t Knox a military training center thirty miles SOU 


16. At Lexington which is in the center of the bluegrass section is located the 
biggest loose-leaf tobacco market in the world. d 
17. The love of the traditional American folk song has been encourage 
through yearly song fests especially the Singing Convention at Bent 
and the American Folk Song Festival in the Kentucky foothills. he 
18. Sightscers visit Fort Knox the Mammoth Cave the state capitol and En 
log cabin in Abraham Lincoln National Park believed to be the one 
which Lincoln was born, i 
Fifty thousand tourists travel each year through the horse-farming 
country to see the homes of racing champions. ble 
20. To many people Man о’ War Seabiscuit or Whirlaway in his home st@ б 
1$ à greater attraction than the grave of Henry Clay or of Daniel Boom 


TEST 8B (Mastery). The Comma 

On your paper write every word in the following sentences thet 
Should have a comma after it, and insert the mark. Overpunctuatio 
is just as bad as underpunctuation. If you either omit а needed punc" 
tuation mark or insert a mark that is not needed, the sentence is wrong: 
For the three correctly punctuated sentences write C. (Number O 
Correct sentences = Score) Do not write in this book. 

1. While I sewed Diana read aloud from Moby Dick, 


2. Sweet-and-sour pork salted eggs water chestnuts and 1 fed 
ааа pork are Cantonese dishes. Obster stu 


a 
M 
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Chiara 
hicago’s Brookfield Zoo which has an aver 


T 
he first college football game was played 


«0 
ne of the ranchmen who strode down Clare 


semicoron 39 


year i age of 1650000 visitors а 
A ree one of the greatest zoological parks in the world. 

be fo torist approaching Manhattan through northern New Jersey may 

bles, rtunate enough to see а deer poking his head out of the bram- 

in 1869 between Rutgers Uni- 

ceton Uni- 


versi 3 R 
ersity the eighth oldest college in the United States and Prin 


бет ae 

R its neighbor to the south. 
of = gton Massachusetts now too large for the town meeting of the days 
ul Revere uses a system under which the voters elect representatives 


to the town meeting. 
more’s main street each 


eee was Clem Rogers who later became a judge and a senator an 

A ate to write the constitution of Oklahoma. 

ind iving industrial life provides the inhabitants of Natchez comfort 
well-being but fine old houses and formal gardens account for its 


9 charm, 
. Bermuda unlike most coral islands has many hills and ridges on its 12360 
1 acres, у ge 
D: йүз asa 
In India ' our host said “the umbrella is а handy and effective weapon 
aga : y P 
11. inst tigers snakes bulls and even elephants.” 
RAIL the only true flying mammals are harmless clean graceful 
atures 
12. 5s 
13 Ber I'm sure caught a good-sized perch not a muskellunge. 
i mm our train had reached the North Philadelphia Station Grand- 
ана tired eyes closed his head nodded over his ample vest and he fell 
St asleep. 
"s Although the underground monorail subway between the Senate Office 
Building and the Capitol is run for the convenience of the senators tour- 
15 TS are frequent passengers. 
16, he sand trap where I lost my golf ball is near the fourth hole. 
- Every literate native of Haiti according to an American resident of the 
island is a practicing poet. ЖЕ 
17. When the poe or woodchuck wakes [rom his six-month doze 
crawls out of his burrow and samples the weather many people watch 
i for his shadow and think of him as a weather forecaster. | ; 

8. Actually naturalists Say the groundhog senses that the time for winter 
sleeping is over by the usual signs — soft ground sunshine and lack of 
snow. - 

19, A beaver fells trees quickly and builds dams that are the envy of the 
engineer, 

20. Pennsylvania Avenue in Washington D.C. new 160 feet wide was once 
a muddy narrow path. 

32 SEMICOLON 
The semicolon usually has the force of a strong comma or a weak 

period. 
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39A WEAK PERIOD 


The semicolon, as a rule, is used between the clauses of a compound 
sentence if they are not joined by a conjunction. 1 


In the homes of the wealthy Southern planters elaborate balls were fre- 
quent music and dancing were the common home entertainment. 


A semicolon may precede connecting words such as moreover, conse- 
quently, thus, hence, therefore, besides, also, however, now, nevertheless 
still, then, otherwise, likewise, accordingly, finally, 50 and yet. Usually, 
however, a period marks the sentence break. "When in doubt, use à 
period. In the second sentence note the position of consequently. 


CORRECT: In Portland, Oregon, six hundred businessmen give practical 
advice to graduating students$ consequently the job hunter is well pre 
pared for an interview and usually lands and holds his job. 

PREFERRED: In Portland, Oregon, six hundred businessmen give practical 
advice to graduating Studentse The job hunter consequently is wel 
prepared for an interview and usually lands and holds his job. 


A semicolon is used before that is, for example, for instance, in fact» 
at last, at least, or on the contrary connecting principal clauses. 


Some people turn their bad luck into good luck$ for example, H. G. Wells 


began writing successfully onl because h i 1 hile 
recovering froma БОБ | Тер y se he had time on his hands W. 


39B STRONG COMMA 


The semicolon is used to separate coordinate ce if 
they are divided by commas. Parts of a senten 


Brazil’s potential resources include great iron о: ‚Ж з s 
sapphires, emeralds, and other reni оү en siemens 
powers and vast uncxploited rubber-producing, agricultural, and 
forest regions. $ 

Because most of Alaska is extremely cold іп winter and the population 
is sparse, transportation is undeveloped and expensive$ dni Ins high 
costs of transportation in turn cause the soaring production costs which 
discourage potential investors in industry. m 
is решш а ко рди 


40 COLON 


The colon is a mark of anticipation. 


1 The comma is frequently used before so and yet. 
RIGHT: We меге all tired after the hike; so we went to bed early, 
RIGHT: We were all tired after the hike, so we went to bed early. 
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40А 
FORMAL INTRODUCTION 


Use a : 
any pus cue to introduce a long quotation an 
as follows, th The colon points ahead. An intro 
owed Бу; he following, these words, or in part is forma. 
y a colon. ё 


а to introduce formally 
duction with this, thus, 
1 and is fol- 


Edgar Ri 
hey Bu gave a young Writer this advice? “Take your 
ursing can дош, yourself not so seriously.” ree 
tional Goat e divided into the following fields? private duty, institu- 
$ training, " public health nursing, army and navy nursing, and nurses’ 
he fi ГЭ 
wil ase are famous slips by well-known radio announcers “We 
heard in RES from a talented young sinner”; “The various Voices 
dred fift is program were betráyed by Bill Anson *; “Nineteen hun- 
y wasa grand year for Columbia Records, à record-breaking 


year." 


Th Я 
or queen аз? would Ford break his own 
е question was? Would Ford break his own re 


jump? 


record in the high jump? 
cord in the hig! 


If th 7 ; 
e words in a list of particulars are appositives, use а colon before 


the li 
St. > ee 
If they aren’t appositives, omit the colon. 


Suc а 

eas swimmers have the following physical c 

Dus broad shoulders, deep chests, large chest circumference. The 
iculars in the list after the colon are in apposition with character- 


haracteristics $ broad 


s istics.) 
t H 
perpe swimmers have broad hands, broad shoulders, deep chests, 
large chest circumference. 
40B SUMMARY 
rizes, restates, ОГ 


a clause that summa! 


Use the colon to introduce 
eding clause ог clauses. 


Pro 
Ves the statement in the prec 
t for postures it develops the chest and straigh 


tens 


Archery is excellen 


[o the back. 
n congested roads the majority 
in obedient lines, swallowing © 


our hands at every StoP- 


behaveds we run along 


of us are well 
fumes and holding out 


ach other's gas 


40C TIME 


Use the colon betwe 


We shall leave for New Britain about 10230 A.M. 
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en figures for hours and minutes. 


40 COLON 


40D SALUTATION 


Use the colon after the salutation of a business letter. 


Dear Professor Langley? Gentlemen? 


PRACTICE 4. Punctuating and Capitalizing 


On your paper punctuate the following correctly. When necessary: 


divide the words into two or more sentences. Above each mark 0 
punctuation write the number of the rule. 


T: 
2. 


13. 


. Thomas Edison Isaac Newton and Na 


Success isn’t the kind of thing that’s handed to a person all but a lucky 
few have to work for it 


Many people once regarded by the world as failures achieved outstanding 
success 


. Walt Disney was fired from a newspaper because he had no ideas but he 


later won an Academy Award for his animated cartoon Snow White ап“ 
the Seven Dwarfs and received honorary degrees from the University 0 
Southern California Harvard University and Yale University 


. An art editor gave him this advice "Why don't you give it up son you 


just have no talent” 


. Robert Ripley ignoring his father’s suggestion that he take up some 


practical Occupation like plumbing almost starved to death it took te? 
years for "Believe It or Not" to catch the public’s fancy 


. Three famous men weathered these disheartening experiences the gallery 


hissed Disraeli’s first speech before the House of Commons the teachers 
of Paul Ehrlich winner of a Nobel Prize in medicine dubbed him a “dull 


student Sinclair Lewis was told to throw a manuscript into the waste- 
basket 


| Isaa poleon were poor students and 
young Albert Einstein’s parents thought him subnormal because he was 
unable to talk clearly 


. A number of writers found success only after having failed in other fields 


P. G. Wodehouse once a bank clerk wrote stories during office hours 
Stephen Leacock an utter failure at farming became a great economist 
and humorist Zane Grey an unsuccessful dentist sent one hundred manu- 
scripts to publishers before Riders of the Purple Sage was accepted 


. After failing as a trader soldier merchant accountant and author Daniel 


Defoe suddenly produced his classic Robinson Crusoe 


. George Bernard Shaw sent one of his books to an author noted for his 


kind lengthy criticisms it came back with the inscription “Good heavens 
no” 


. To win success requires patience many a man has labored for years on 4 


book or an invention 


. Gibbon worked for twenty years on his history of Rome Webster for 


thirty-seven years on his dictionary Watt for twenty years on the con- 
densing engine uh 
Fred Allen's misshapen teeth made it difficult for him to explain his 
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juggling act but he found success in radio by exaggerating his strange 
11 peaking mannerisms 

. A apparent failure may turn into success for example while experiment- 
dE unsuccessfully on camphor substitutes Dr Leo Baekeland accidentally 

T iscovered bakelite 
. = the Lincoln-Douglas debates of 1858 Ab 
bo for a Senate seat but although he lost the 
ational reputation that in 1860 secured his nomin: 


raham Lincoln was de- 
1858 election he won a 
ation for President 


41 
QUESTION MARK 


41A QUESTION MARK 


The question mark i i 
" rk is used after a direct quest 
direct question. i 


ion, but not after an in- 


yy is it dangerous to swim immediately after eating? 
asked Dr. Pratt why it is dangerous to swim immediately after eatings 


A period is usually used after a polite request in the form of a 


question. 
Will you please send me your spring cataloge 
At your earliest convenience will you please send me a check for the 
balance duce 


32 EXCLAMATION POINT 


42A EXCLAMATION POINT 


The exclamation point is used to та 
den emotion. 


Ouch! That hurt! 

Wait! Help me! 

Oh, what a beautiful house! 

er the interjection oh. An interjection which 


llowed by an exclamation point. 
n direct address and never has an exclamation 


rk an ex pression of strong or sud- 


. Notice the comma aft 
is a real exclamation is fo 

_O is used with a noun i 
point immediately after it. 


О Wanda, how did you lear 


_ Excessive use of exclamation point 
sign of schoolgirl style- 


n to play so well? 
s, dashes, and underlining is a 


43 QUOTATION MARKS 


43A DIRECT QUOTATION 


Quotation marks are use 
close an indirect quotation. 


lose a direct quotation, but not to en- 


d to enc 
Do not leave one set out. 


They go in pairs. 
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Albert Einstein says, «Madame Curie is, of all celebrated beings, the 
only one whom fame has not corrupted.99 m. 

*féMadame Curie is, of all celebrated beings, the only one whom ta 
has not corrupted,?? Albert Einstein says. E 

‘*Madame Curie,?? says Albert Einstein, «615, of all celebrated beings 
the only one whom fame has not corrupted.99 


Notice what happens to a sentence with 
of saying is slipped into the middle of it. 


Our garden was a disappointment last years the weeds got ahead of the 
flowers and stayed in the lead. " 

"Our garden was a disappointment last year," admitted Carol5 olon 
Weeds got ahead of the flowers апа stayed іп the lead.” (The ѕетіс 
follows Carol, and the begins with a small letter.) 


Р rb 
à semicolon when a Vve 


If two sentences are 


ill two 
Separated by a Saying word, they are still tw 
sentences, 


Our garden was a 
gardening hints? “will you 
“Our garden was a disappointment last year," said Carole “Will У 


is M ins 
БҮ us some gardening hints?” (A period follows Carol. Will begi 
with a capital.) 


Я " М А me 
disappointment last усаг. Will you give us 50 


43B BORROWED LANGUAGE 
Quotation marks enclose any borrowed language. 


„ 
David Grayson believes that happiness is ¢¢a rebound from hard work. 


43C INVERTED DEFINITION 


In an inverted definition the word explained is in quotes. 


A native of Glasgow, Scotland, is called a 6¢Glaswegian.9? 


Unspoken thoughts do not require quotation marks. 


d is own 
He must be a conceited man, thought David, to talk so about his 
genius. 


43D TITLES 


Д i ork that is not a whole 
ote the title of a picture and of a literary wi 
ond a chapter, article, essay, lecture, song, short poem, short story 


if i f Myself.?» 
i sang of man’s glory in $6Song o 
VERRE oF Нора Могу is 66The Adventure of the Speckled 
Вапа. 
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43E SLANG 


fio? os ae marks may enclose a slang expression in formal writing but 
9 dee ormal writing. If the word is appropriate, no apology is needed. 
ments Бш quotation marks commonly used nicknames or frag- 
marks of familiar sayings. Do not label your humor with quotation 


Peewee Reese; Stonewall Jackson; Uncle Miltie; all work and no play; 


variety is the spice of life. 


When a guy named Lefty fell off his seat, a cop threw him out on his ear. 


43F SINGLE MARKS 
Single quotation marks surround а quotation within a quot: 


“Ideals are all right," mused Kay; “butI remember that Samuel Johnson 
said, ‘No man but a blockhead ever wrote except for money.?" 


ation. 


43G OUTSIDE OR INSIDE 
side quotation marks. Place a colon ora 


к Place a period or a comma in: 
emicolon outside. Place a question mark or an exclamation point inside 


when it is part of the quotation — otherwise outside. 


For examples of onomatopoeia study “The Bells,?? “The Congo’? and 


“The Bombardment.?? 
Jean stopped and muttere 
Did Laura say, “Inquire at the theater’ 


d, "Where is my other glove??? 
ээ? 


43H QUOTED PARAGRAPHS 
ed, place quotation marks at 


When two or more paragraphs are quot а 
the beginning of each paragraph and at the end of the quotation. The clos- 
ing marks tell the reader that he has reached the end of the quotation. 


PRACTICE 5. Punctuating Quotations 
As you copy the following sentences, punctuate and capitalize them 
Correctly. 


1. The nearest way to glory says 

be thought to be В 

2. Some of the finest teaching at Columbia : 
used to say is done at Baker Field by Lou Little _ 

. He clasps the crag with crooked hands is the first line of Tennyson’s The 


. Tam memorizing Walt Whitman’s O Captain My Captain 

„ When Thomas A Edison was asked what the secret of achievement is he 
replied hard work based on hard thinking 

. Without the power of words we cannot know men 
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Socrates is to strive to be what you wish to 


College Dean Herbert E Hawkes 


Uk w 


said Confucius 


an 


44 pasu 


7. Elmer Davis says that the American people must wake up to the serious- 
ness of the situation 
8. Pull over to the curb the policeman shouted 


44 DASH 
44A CHANGE IN THOUGHT 


The dash is used to indicate hesitation or to mark an abrupt change in 


4 Use the dash sparingly. Do no: 
use it as a substitute for any other punctuation mark, Do not use 4 


I said — oh, forget it, 
Money is like an arm Ог a leg — use it or lose it. — HENRY FORD 


„С а sentence is left uncompleted, as in conversation, a dash is used 
without a period, 


“Tm looking for —» 
"Oh, yes. We've been expecting you,” 


44B PARENTHETIC MATTER 


Dashes may be used to make parenthetic, appositive, or explanatory 
matter stand out clearly. Dashes indicate greater separation than 
commas but less than parentheses. Use dashes if a parenthetic expres- 
Sion or severa] appositives are broken by commas. 


He admits there аге two sides to every question — his own and the wrong 
Side. — CHANNING POLLOCK à 

A skip-bomber must fly low and fast — about twenty feet off the groun 
at four hundred miles an hour. b у å 

Three of my favorite desserts EE pie, strawberry ice cream, an 

udding — were on the menu. 

ie ie argest СЕПИЛ in the world — the Golden Gate and the 

Transbay — are located in San Francisco. 
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95 Set off with dashes an appositive introduced by that is, for example, 

r instance, or the like. 

Some Ж 3 | 3 
dad am for example, the cat and the hamster — require very little 


44C SUMMARY 


À dash is used before a word that sums up preceding particulars. 


In 1 
dustry, commerce, and the professions — these are the three broad 


pa UR under which business is commonly classified. 
ne Japanese cedars, teak, black ebony, and camphor trees — all 
езе tropical trees grow in the forests of Formosa. 


44D EN DASH 


The en dash (short dash) has several special uses. 
1952-1955 XB=52 June-Januar 
2 y pages 35-119 
$20-$25 4-H Club Tuesday=Friday Volumes = Ш 


4 C 
5 PARENTHESES, BRACKETS, AND ELLIPSIS MARKS 


45A PARENTHESES 

a Use parentheses (1) to enclose serial numbers and letters and (2) to en- 

Essa a remark only remotely connected in meaning with the rest of the 

шеле or paragraph. For setting off parenthetic expressions paren- 
eses are seldom needed; commas and dashes are more frequently 


used, 

Diplomatic immunity exempts from civil suit, arrest, taxation, search, 
or seizure (1) a foreign diplomat and (2) his staff and premises. 

The second half of a declarative-interrogative sentence (can you give an 
example?) is called an echo question. (Note that сап begins with a 
small letter. The question mark precedes the parenthesis.) 

otograph), wrote The 


G. K. Chesterton, an enormous man (see any ph 
Generally Speaking, and The Wisdom of 


Man Who Was Thursday, 
Father Brown. (See begins with a small letter, and there is no period 
after photograph. The comma needed to set off follows the closing 


parenthesis.) 
A parenthetic sentence within a paragraph has an initial capital and 
end punctuation. 
I read that only 1.2 per cent of advertisers use television as a medium. 
(These must be ancient statistics.) 
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45B BRACKETS 


. " $ ota- 
Brackets are preferred for parenthetic comment inserted in a qu 
tion. 


x try- 
John said ruefully, “This [pointing to his black eye] is what I got for try 
ing to be helpful.” 


; itor in 
Brackets also surround words inserted by a reporter or an edi 
an article or a speech. 


[Pause.] [Laughter.] 
45C ELLIPSIS MARKS 


Ellipsis marks are used to mark an omission in a quotation. 


id 
Writing to a friend about the criticism of Endymion, John Ke ЕИ É 
"ees Itis as good as I had the power to make it — by myself. » 


P jod. 
I will write independently. eee” (The first dot of four is a perio 
The other three are ellipsis marks.) 


46 MISCELLANEOUS USA'GES 
46A MISCELLANEOUS USAGES 
Notice the punctuation of the following: 
1. Jabberwocky refers to meaningless or n 
brillig, slithy toves, gyre, and gimble. - or 
2. Resolved, That only holders of Red Cross lifesaving certificates 


3. Waving frantically, 


grammatical relationship to ' 
4. A pronoun is a word used in place of a nounj as, he, it, we. 


PRACTICE 6. Punctuating Sentences 


s t 
On your paper write every word in the following hil: 
should have an apostrophe (see pages 159-160), a punea го ШО 
or two marks after it, or quotation marks before it, сач 2 А 
marks. Give a rule for each mark used except for a period a 
of a sentence. Do not write in this book. 


EXAMPLE Ё d 
The Hayden Planetarium where projected rays of pou genon al 
75-foot dome is under the direction of the American 
А 7" | ( 
ыо ыс dome, American Museum of Natural History; 
New York City. 
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20. 
21. 


. The American Museum of Natural History which $ 


- Founded and chartered in 1869 this muse 


- In the forestry collection is a sectio! 


+ Among the relics of the Indians of the North P. 


- Standing at a little distance one mig 
- Girls enjoy the collections 
‚ Even though the American 


. The Indians of the plains for example lived 


- Since the Indians are in 


. In one section of the seco} 


. To the timid gorillas glari 


. On the third floor most pe 


. Chimpanzees baboons огап 
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tands on West 79 


Street New York City just across from Central Park is open free to the 


public every day of the year 
um exhibits stuffed mammals 


epee insects scenic representations of early man in his natural setting 
n short every imaginable display of man and beast from the most primi- 


tive times 
cost approximately 


- The museum building one of the largest in the city 


$16500000 
ns American Indian 


- The first floor has five especially interesting collectio 
an Life and Forestry 


Life the Tree of Life the Hall of Fishes the Hall of Осе: 


and Conservation 
n of a California tree that measures 


164 feet in diameter and was 1341 years old when cut down А 
acific Coast whose exhibit 


Occupies a large room may be seen totem poles a fully equipped boat 


and special cradles for shaping babies heads 
ht almost believe that the life-size 


figures of the Indians were alive 
of Indian jewelry boys however prefer the 


weapons fishing tackle and tools 
Indians all belonged to the same race they 


differed widely in customs and ways of life 
in wigwams the Indians of the 


Southwest in pueblos the Indians of the North Pacific in wooden houses 
from the wool of the Indians sheep 


. Navaho blankets which are made 


are woven on a square loom 
е Indian women do not use a pattern 


. No two blankets are alike for th 


but plan as they weave , 
p not in speed weav- 


terested in fine craftsmanshi 


ing a rug is a lon ainstaking operation 
7 ЕЕ H ires months to make a very large rug 


- A rug five by ten feet it is said requires 


à year or more E 
; gape at the 750000 specimens 


nd floor spectators | е 
kinds of mammals including 


of birds in another section they find various 
antelopes elephants and giraffes : . Ч 
4 effectively posed in forest settings 


- Skillfully stuffed and realistically ап 1 
make striking exhibits 


glass cages 


the rare animals in huge hibits — . 
ng viciously from among their native surround- 


ings scem frighteningly real 
Bs seem irig gy rstandably enough are fascinated 


ople unde 
p monkeys and apes are displayed 


by the Hall of Primates а room where 
next to primitive man. 4 ў 
roboscis monkeys to mention 


gutans and p 
trunks and seem to chatter 


just a few swing from branches climb tree 


among themselves ub 7 

Just see the monkeys young visitors cry Arent they really alive 

If you are interested in precious stones you can find on the fourth floor 

all kinds of gems many of remarkable size and purity of color 
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y 5 ; һ 
22. One of the most interesting collections includes the following a Lind Bere 
plane William Beebes bathysphere and the skeleton of P T Barnu 


s 2 А ; е 

23. Would you like to spend your time in the Dinosaur Hall in which on 
collected remains of reptiles that lived from 60000000 to 100000000 y 

ago F s 

24. Fossils of these monsters from the reptile age or the Mesozoic era а 


ж" le 
25. From these fossils Scientists have learned a great deal about the probab 
history the habits and the appearance of the primitive reptiles 


PRACTICE 7, Studying Punctuation 


‘ 8. 
Give a reason for every punctuation mark on pages 5, 22-23, 38 
42, and 75-78. 


TEST 9A (Mastery). Punctuation 


t 
On your paper write every word in the following sentences ur 
should have ап apostrophe, a punctuation mark or two marks afte le 
ОГ quotation marks before it, and insert the marks. See the pee 
Оп page 212, Overpunctuation is just as bad as sop 
If you either omit а needed mark or insert a mark that is not nee a 
the sentence is Wrong. Do not divide one good sentence into two Se! 


a. un 
fences. (Number of correct sentences = Score) Do not write 
this book, 


1. From the garage | salvaged an old bamboo fishing rod and with it I began 
to practice pole Vaulting - 
2. A teacher affects eternity he can never tell where his influence stops a 
HENRY ADAMI 
3. Claires uncle Mr Banks rescued his ukelele from the rubbish can an 
began strumming and singing The Sweetheart of Sigma Chi А d 
4. But Mr Hawkes I heard the neighbors say that the house is haun 
insisted Billy d РЕТ 
5. These were Barrys exact words At the first traffic light turn right 
continue for three blocks Paris 
6. In 1927 Charles A Lindbergh flew from Mineola New York to 
France in 33 hours 30 minutes , i doned 
7. Driving from New York to Norfolk Virginia where Phil was stati 
I missed the turnoff that he had written me about B tiful 
8. Do you remember what comes after this line of America the Beau 
iful for patriot dream р 
9. о мен in New York City is built on the гарра, 
principle that is haspan is d enc V trusses projecting toward e: 
ed on a 
10. Sims. шрот: of Rhodes one of the Seven Wonders of the World 
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for junk after lying 


MISCELLANEOUS 


was leveled by an earthquake in 224 n С it was cut up 
її E the ground many years 
* © the crew prepared to cast off the moorings of thi 
ae Ben waving frantically from the wharf jumping Ч 
D: outing desperately 
+ But madam the salesman said gently have yo 
13 pame with the cleaner 
- The oil of the peanut which is one of the most valuable of plants is used 
14 ү salad dressing soap and margarine 
- Magnificent shade trees a creek acres of land and a large barn these are 
15. us of the things that I have always loved at my grandfathers farm 
оеша about the hot sun Bill like Kenneth worked in the garden all 
16. in E dnd by evening had turned a lobster red р 
"s Маза ears rang the tinkle of the tiny bells set in the soles of her little 
о and all around her were throngs of merry people on their way 
7.6 е temples and parks of the great city 
s “ee an encyclopedia I learned that pencils contain graphite not 
18. We shall win General MacArthur sai 
16 ment or we shall die 
. John Adams the second President of the United States died in Quincy 
5б Massachusetts оп July 4 1826 
. Martha says she can’t go to the party because does this sound familiar 
she hasn’t a thing to wear 


е Gay Head they 
p and down and 


и read the instructions that 


d to the Australian Federal Parlia- 


TEST 9B (Mastery). Punctuation 
ery word in the following sentences that 


mark or two marks after it or quotation 
rks. Overpunctuation is just as bad 
omit a needed mark or insert a 
wrong. Do not divide one good 
f correct sentences — Score) 


On your paper write ev 
Should have a punctuation r 
marks before it, and insert the ma 
às underpunctuation. If you either 
mark that is not needed, the sentence is 


Sentence into two sentences. (Number 0 
1. When Cyrus Curtis founder of the Curtis Publishing Company first 
i iness he had to borrow the two thousand 


began his own publishing bus! 
dollars with which the Ladies Home Journal was launched 


2. If a would-be musician should take up the musical saw the most suitable 
tunes to play according to an expert saw-player are Mighty Lak a Rose 


and Liebestraum 3 { F 

3. The glass block a popular modern construction material can be used in 
the following Ways for wa i here light is desired for the supports 
of bookcases tables and other furniture and for lamps vases and orna- 
ments 

4. Meanwhile a large herd of animals frightened by t 
across the floor of the valley and Tex and Sam d 
rocks 

5. Man overboard ye 
lowered over the si 


he forest fire thundered 
odged behind a pile of 


lled the lookout and the next moment а lifeboat was 


de of the ship 
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6. Texas Rangers carrying their horses in trailers follow the trail of an es- 
caping criminal by automobile until the road ends and then take up the 
chase on horseback 

7. There are two reasons why Basic English is a more practical international 
language than French or German English is already used by 500000000 


people English can be simplified more easily than either French oF 
German 


П. The Canal Zone was granted to the 


Unit а n Febru- 
ary 26 1904 for $10000000 and an ain аар 


annual payment of $250000 later in- 


17. The horses eyes flashed he 
trainer 


18. Where on earth demanded the astonished ; his wife 
did you get that hat ed Mr Kastor staring at hi 

19. Did you know that butterflies are attracted by the color of flowers not 
by the odor 


20. John Burroughs the famous naturalist was born on a farm in Delaware 
County New York on April 3 1837 


PRACTICE 8. Cumulative Review 


On your paper number from 1 to 50. After each number write the 
correct word, expression, or punctuation, Prepare to give a reason for 
each choice. ) 

after 1G or no mark) Jerry sauntered 2(in, into) the room 3(, or —) 

Shorty two 4(hour’s, hours) late 5(, or —) calmly munching a hot dog. 
he was vend announced that 6(she, "She) would keep the tickets 7(, or mo 

ы neither Betsy пог 8(1, me) 9(was, were) able to hang onto anything 
han a half 10(à minute, minute) 11(. or .") 

or 


N 
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o ie those 12(Mary’s, Marys) overshoes 13(laying, lying) on the living 
А тир ог 14(your’s, yours)? 
а m MES snakes) organ of touch is its long, slender, forked 16, or 
thr rk) tongue 17( or no mark) which the snake flicks out as it travels 
‘ough the grass. 
a Walter Scott once said that if you keep а thing for seven years 18(that 
dar are bound to find a use for it. 
any ei I9(are, 15) more exciting things 
21 er city I 20(ever lived, have ever 
WES less) people. 
Arches = Bill 22(saw, seen) the pained exp 
subject. ace, he realized that he had 24(brought, brun 
ү wonder how I can get paint 25 
Ye T James Lawrence 27(laid, lay. 
essel 28(, or no mark) he uttered these 
give up the ship.” 
ior Stubbs were here, he'd tell one of 30(them, 
32(turn, turns) tragedy into comedy. 
va When Janet 33(came, come) back from a two 34(month’s, months’) 
aaron 35(at, in) Florida, she looked so 36(different, differently) that we 
(didn't hardly recognize, hardly recognized) her. 
" Can you explain to Fred and 38(he, him) what the system of checks and 
alances 39(are, is)? 
Reaching for her fifth chocolate 40(, or no mark) Muriel announced that 
she 41(decided, had decided) to postpone her diet 42(indefinite, indefinitely). 
A man 43(ran, run) over to the bus and pounded on the door 44(, or no 


mark) but the bus driver wouldn't let 45(him, them) on. г 
Coach Wallace told ВШ and 46(1, me) that the rules for modern boxing 


47(was, were) drawn up 1n 1865 by an English sportsman 48(, or no mark) 

the Marquis of Queensberry. f ) 
If Raymond is afraid of the water and 49(wont, won t) learn to swim 

50(, or no mark) he certainly can't expect to 50 with us on our fishing trip. 


MISCEL 


rk City than in 


to do in New Yo 
there were 


lived) in, but I wish 


ression on Mrs. 23(Archer's 
g) up a forbidden 


(off, off of) my hands 26(. or ?) 
) mortally wounded on the deck of his 
memorable words 29(, or :) “Don’t 


those) jokes 31 Gor no mark) 
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SECRETARIES CAN'T SPELL 


This was the headline of a recent newspaper interview with ш 
head of a New York employment agency. One corporation eani 
plained, the interview went on, that half their applicants failed t 
company’s spelling test on words of Grade 7 difficulty. 

Employers will not accept the Pve-never-been-able-to-spell excuse: 


47 HOW ТО LEARN TO SPELL 


1. Master the followi 
spelled. 


isspell in reports, letters, tests, and 
nd the list surprisingly short — perhaps 
not more than twenty-five words long, probably not more than 4 
hundred. 


you 
EXAMPLE 
(c = correct; y = wrong) 
-bookkeeper —yecc— separate х/ссх/с 
—semieolon—eyeee— occasion [i VA 


4. Pronounce each word Correctly. Learn to recognize word roots, 
prefixes, and suffixes. Study the guides for division of words (pages 
300-303) and form the habit of Spelling words in syllables, 

5. Know the meaning of every word you write. Look up in the 
dictionary new words and words about which you have only a hazy 
idea. 
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arp мокоѕ 48 


бы pn the habit of guessing at the spelling of words by forming 
ions it of looking up a word in the dictionary unless you KNOW that 
Mr amni: is correct, The smart-alecky “How can 1 find a word if I 
three now how to spell it?” is no excuse. It won't tire you to look in 
or four places. 
spell — writing the first draft of a letter or a report, search for 
dine errors and correct them. Because spelling is largely à matter of 
dictio memory, notice carefully the way words look and turn to your 
with nary if a word you have written doesn't look right. Photograph 
your eyes and mind words you sometimes misspell. 
“on k- any device, no matter how silly, to help you remember à 
- For example, there's a rat in separate; able men are indis- 
Pensable. If you have trouble with the second е in repetition, think of 


t 2d 1 ” 
2 e in the kindred word repeat. To spell absence, not “abscence, 
link of the kindred word absent. 


bs HARD WORDS 


48A TEN HARDEST WORDS 
The hard spots in the ten words most frequently misspelled by high 


School students are underlined. 


too believe their committee separate 
its together princi pal therefore pleasant 


48B TWENTY HARD WORDS 
These words are frequently misspelled. 


night writing business benefit acquaintance 
anything meant necessary dependent possessive 
anyone grammar there independent immediately 
everything received until occurred all right 
48C о 
Notice the single o in these five words: 
forty lose (verb) move prove whose 
48D Al 
These twelve words have ai in the last syllable. 
again Britain complain maintain 
against captain curtain. mountain 
bargain certain entertain villain 


SPELLING 219 


49 FORMING PLURALS 


48E EL 
Four common words end in е/. 
angel level nickel squirrel 
48F AID 


Three past tenses end in aid. 
aid paid said 
Other ay verbs end in ayed in the past tense, 


delayed played stayed 


PRACTICE 1. Dictation 


Prepare to write the followin senten Ае 
сеѕ а f your 
teacher or of a partner. 8 t the dictation of у 


1. Believe me, he meant business, 

2. Everything is all right. She’s been an angel 
3. The committee received its invitation, | 
4. 


. My principal excuse for not studyi ) EE 
pleasant. ying grammar is that the night is to 


5. There are one independent clause and twi 

6. Therefore it is necessary to put it in vun cedet clauses. 

7. You should make their acquaintance immediately. 

8. Until this occurred they were always (med e 

9. Shall I benefit by filing a Separate return? 
10. It's easier to move a mountain than prove anything ара; С 
11. Did anyone complain to the captain about the „15:222125. Віт. 
12. If you act possessive, you'll lose him а ain. Of that P i 
13. We shall entertain a girl whose parents live in Britain. m certain. 
14, I maintain Шага саш isa bargain at forty cents, 
15. She said she paid only a nickel for the toy squirrel. 


a9 FORMING PLURALS 


49A S, ES 

Most nouns form the plural by adding 5 to the singular: trick, 
tricks; candle, candles. After s, x, z, sh, and ch, es is added and forms 
a separate syllable: £45 (one syllable), gases (two syllables); Jones, 
Joneses; box, boxes; dish, dishes; church, churches; bus, buses Or 


busses. 
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49B о 
Nouns ending in o form the plural by adding 5 ОГ ©З. 
Add s to: 
io AND eo WORDS: curios, radios, rodeos, studios 
MUSICAL TERMS: altos, pianos, solos, sopranos . 
SOME OTHER WORDS: autos, dynamos, Filipinos, silos 
Add es: 
echoes Negroes potatoes шр = 
heroes noes tomatoes vetoe: 
Add s or es to: 
o 
buffalo cargo motto poen 
calico memento tornado 


49C Y AFTER CONSONANT od 
Nouns ending in y preceded by a consonant change y to ; and add es: 


Лу, flies; lady, ladies; enemy, enemies; spy, Spies. 


EXCEPTIONS 
4. Proper names: Marys, Murphys, Henrys 
b. Stand-bys 


49D Y AFTER VOWEL 


Nouns ending in y preced 
turkeys, journeys, monkeys. 


ed by a vowel add s regularly: donkeys, 


49E F, FE | 
Some nouns ending їп f or fe add s regularly for p pied ms 
roofs, hoofs, handkerchiefs, chiefs, bel LEN ees 
ing i tova $ > cal ру 
knife des eee s loaves; sheaf, sheaves; shelf, shelves; 


thief, thieves; wolf, wolves. 


49F IN SPELLING А 
Ee 5 ange their ending to en for the plural, or otherwise 


+ ; ese; man, men; 
EC elling : child, children; foot, feet; о ge h 
т i Wi / i 
ouse re oxen; tooth, teeth; woman, won 
? , > 


49G FOREIGN PLURALS 
their foreign plural 
Jumni (ni); 


uns ‘ Is: alumna (feminine), alumnae 
Малу nomie reni analysis, analyses; axis, axes; 
(n8); alumnus (masculine), 4 


SPELLING 221 


50 Frequently ustp CONTRACTIONS 


bacillus, bacilli; bacterium, bacteria: basis, bases; crisis, crises; datum, 
data; parenthesis, parentheses, 


49H COMPOUNDS 


In compound words s is usually added to the word that names b 
object: brothers-in-law, courts-martial, editors-in-chief, major generals. 


EXCEPTIONS 
а. Words ending in fi; handfuls, cupfuls 
b. Compounds in which there js no noun: Sorget-me-nots, go-betweens, 
mix-ups, take-offs. 
c. Menservants 
491 SAME FORM 


Some nouns are the same in the singular and plural: Chinese, deer, 
fowl, gross, series, shad, Sheep, species, trout. 
49J LETTERS, FIGURES, SIGNS 


The plurals of letters, figures, and Signs are formed by adding 5 
The plural of a word used as à word is formed by adding s. 
Can you think of an English word that has three consecutive sets of double 


letters — two o's, two K's, and two e's? 
But: There are no ifs and buts about it. 


PRACTICE 2, Writing Plurals 


Write the plural of the following words: 


agency Chinese history piano spy 

alley Clancy inquiry prophecy stand-by 
ally company Jones roof tomato 
alumna dispatch man-of-war self toothache 
alumnus ditch maze series trade-mark 
attorney dwarf monkey sheriff valley 

auto elf mouthful solo wave length 
brief Frenchman Opportunity son-in-law woman 
Burns goose parenthesis soprano workbench 
chimney hero passer-by spoonful & 


So FREQUENTLY USED CONTRACTIONS 


50A CONTRACTION | 
To make a contraction put an apostrophe where one or more letters 


are left out. 
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FREQUENTLY USED CONTRACTIONS 50 


are -+ ngt = aren't it + is = it's 
does + ngt = doesn't is + ngt = isn't 
can +-net = can't (two letters omitted) 
you -+ would = you'd (four letters omitted) 
will -+ not = won't (a peculiar contraction) 


couldn’t hasn't Гуе that’s won't 
чап t haven’t mustn’t there’s wouldn’t 
ay * ru o'clock wasn’t you'll 
Е ante Im she's weren't youre 
it's shouldn't we've you've 


50B 
А IT'S, YOU'RE, THEY'RE, THERE'S, WHO'S 
hehe careful not to substitute the possessive forms its, your, their, 
who's and whose for the contractions ifs, you're, they're, there’s, and 
- The possessive pronouns are never written with an apostrophe. 
Es fast pur: its speed yowrelate вит: your delay 
ДЕ not going вот: their refusal there’s a red convertible BUT: is it 
Who's that вит: whose knock theirs 


ouns and Contractions 


PRACTICE 3, Using Possessive Pron 
fill each blank with its or it’s. 


As you copy the following sentences, 


i le time for the train, but I don't hear whistle. 2. appeal 
i limited, but a good book. 3. an edible pie even if crust is 
ough. 4. an old piano, but —— tone is good. 5. —— a baby robin 


And — — nest is in the Paul's Scarlet Climber rose. 


Fill each blank with your or you're. 
2. —— not going without —— rubbers. 
at —— doing. 4. Because of —— care- 


1, —— late for —— lesson. 
es are good, but —— lacking in experi- 


3 

| + —— mother wants to know wh 
lessness — fired. 5. —— referenc! 
ence, 


Fill each blank with their or they're. 
2. 


l. going on —— vacation tomorrow. = going to visit 
Cousins in Texas. 3. hurrying to finish —— homework. 4. You can 
tell by accent where from. 5. Because of —— missing the eight- 


fifteen bus going to be late for the play. 


Fill each blank with theirs OF there's. 
2. —— a car just 
5. —— no busi 


1. —— nothing more to Say. like —. 3. — Joan 
f iness like show business. 


now ды aabo Пер == 
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Fill each blank with whose or who's, 


1. the blond boy? 2. — name did you eive? ter 
P К ? з. —— swea' 
ше you wearing? 4. —— the third girl from the right? я Тїп charge 
еге? yr io 


51 El AND IE 


Put i before e 
Except after c 
Or when sounded like a, 


As in neighbor and weigh. (This rule applies to over 500 words.) 


i BEFORE e EXCEPT SOUNDED 
"m А AFTER c LIKE а 
"e бе mischievous ceiling freight 
caste: piece conceive neighbor 
kw SEM deceit reign 
lege А i 

" e receipt ein 

handkerchief wield dere. un 


EXCEPTIONS 


ther j l 
n E Sa prons are counterfeit, Sorfeit, and heifer. Where cis 
pro » łe follows the c; ancient, conscience, efficient, glacier, 


sufficient. 


PRACTICE 4. Using ei ang ie 
Supply ei or ie and give а Teason for your choice, 


aoea e n—ce s—ge 
eee ae ST регс—уе s—ve 
ol fgets P—ce (of paper) sl—gh 
z тес—уе th—ver 
c—ling gr—f rel—f v i 
сой Е fa retr—ve v—w 
cons sere hys me SA w—gh 
coun / sh—Id w—rd | 
dec—ve misch—vous shr—k y—ld 
COMPOUNDS 
52 COMPOUND NUMBERS 
UA е hyphen in compound numbers from twenty-one through 
Р -піпе. е 
шегу fifth pirthday twenty-five cents forty-nine bottles 


twenty- 


g4 SPELLING 


compounns 52 


52B ADJECTIVES 


the ee adjective made up of two or тог 
no-hit phi ed: second-rate hotel, two-car garage, 
ы e ten-gallon hat, ill-advised course, live-an 
join an adverb ending in /y to an adjective or 


T contestants. 
en the words are after the noun, the hyphen usually isn't used. 


e words if it precedes 
well-turned ankle, 
d-let-live attitude. 
participle: evenly 


AFTER NOUN 
That book is worth while. 


That store is up to date. 
Dr. Moss is well known. 


BEFORE NOUN 


worth-while book 
up-to-date store 
well-known doctor 


S MT 

aft p compound adjectives are hyphenated when used before or 

middle- e noun modified: good-natured, old-fashioned, bright-eyed, 
aged, long-legged, pig-headed, two-faced, flat-footed, ‘full-blooded. 


n th : 
ese compounds the ed word is formed from a noun, not a verb. 


5 

2С POINTS OF COMPASS 

of ор solid — that is, without а hyphen or а space — these points 
е compass: northeast, southeast, northwest, southwest. 


52 
D COMPOUND PRONOUNS 


the Write solid the following compo 
mselves, ourselves, myself, herself, i 


und pronouns: oneself, himself, 
tself, yourself. 


52E BODY, THING, WHERE 
g with body, thing, and where: 


$ Write solid pronouns and adverbs endin; 
nybody, nobody, everybody, somebody, anything, anywhere. 


Write these words solid: 
altogether everyone mailman semicolon 
anyone farmhouse nevertheless snowstorm 
baggageman fireproof notebook someone 
basketball forehead nowadays sometimes 
bathroom foresee outdoors stockholder 
bedroom framework overcharge therefore 
blackberries rapefruit ostmaster throughout 
bookkeeper heretofore roommate typewriting 
businessman hilltop safekeeping typewritten 
cannot homework schoolboy upstairs 
classroom inasmuch schoolroom wartime 
copyright indoors scrapbook woodwork 
downstairs mailbox secondhand workman 
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53 SIMILAR WORDS 


EXCEPTIONS 


You will be pleased with any one of these classic styles, (Note that o” 
is stressed.) —— ` 
Every one of the pictures was painted by a local businessman. 


52F SELF 


Place a hyphen after the prefix Self: self-r 7 elf- 
° è “respect, self-evident, St 
addressed, self-explanatory, self-praise, ы on t ре, 


52G PREFIXES 


Prefixes joined to root words do not, as a rule, require the hyphen: 
postgraduate, nonessential, coeducation, semiannual rearrange, mia 
scholastic. A hyphen is used when the prefix is attached to a proper 
noun: un-American, pro-British, un-Christian. 


52H IN-LAW, GREAT 


à mY hyphenate compounds of father, mother, brother, sister, 

m D Le oe father-in-law, brother-in-law, son-in-laW> 
"eat- 'er. Exceptions are c ith step: nother, 

stepsister. P ompounds with step: stepr 


Hyphenate: 
ex-president sight-seeing good-by or good-bye 
Write as separate Words: 
all right grape juice living room arcel 1 life 
Шт Бтаре сһоо 
dining room in spite of no one e M ы “сс end 


The tendency is to write words solid. When in doubt, consult the 
dictionary. . 


53 SIMILAR WORDS 


53A SIMILAR WORDS 
Think of the meaning of the word you write. Proofread to make sure 
ou have written the Word you mean instead of a word similar in soun 
а арреагапсе. Distinguish between the italicized words in the follow- 


ч es: 
ing list of phras 

in access — excess weight jilted at the altar — alter our plans 
to gat the Jovelorn — advise the ascent of the mountain — assent tO 


advice to the proposition 

iu m __ ап isle in the sea an upper berth — birth of a child 
р Озу =e — all ready to go a star boarder — border of roses 
ANIS: 
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canya. 
capital po — canvass for votes 
u " 
2 buildin r country — the capitol 
e ci : 
vik ше choir — а quire of paper 
_terday you choose — І chose yes- 
Cite a е 
es. authority — a sight for sore 
T E the building site 
Айал read — course of true love 
compl y colonel — kernel of corn 
ement of the verb — compli- 
i ment for you р 
а guilty consci i 
science — i i 
Ой one e — patient is still 
rum and b 
ugle corps — сог, i 
the BUE g rps — corpse in 
u 
5 dn poe — legal counsel 
m rua arm — write in my diary 
sand ыыы — descent into the pit 
a stra desert — cake for dessert 
год yc — devise a new plan 
e forn — former. e 
: ployed nally formerly em 
o for 
n th to battle — the fourth selec- 


53 
B PRINCIPLE, PRINCIPAL 


ii rinciple is always a noui 
which contains а, is usu 


re ETT 1 
ason. Principal is occasionally a noun 
Principal means 


both prinn?, 
ee Principal and interest. 
chief amount.” 


53C LOSE, LOOSE 
Lose (pronounced /ooz 


PRACTICE 5. Similar Words , 

Write the phra 
teacher or partner. 
PRACTICE 6. Writing the 


Write the following sentences» 
principal. 


n: the principle of 
ally an adjective: prin 


hi, )isa verb: 
Chief. Loose (pronounced Joos) is ап 


ses listed under rule 


SIMILAR WORDS 53 


ise — here we are 


hear the no 
к —ate the whole 


hole in your soc 


cake 
a lead pencil — were led astray 
lessen his d your les- 
son 
lean on the mantel — Wear a mantle 
d the test — in the past year 


luties — learn 


passe 

just plain folks — plane geometry | 

quiet in the courtroom — not quite 
sure 

right or wrong — ceremonial rife — 
write in ink 

scene of the crime — have seen every- 
thing 


hown the door 


sun shone — was 5 
box of sta- 


a stationary engine — 
tionery 
go straigh 
strait 


t home — through the 


await their arrival — there you are 
o to jail — too many people — two 
is company 
weather forecast — whether to go or 
stay 


the thing. Principal, the 
cipal parts, principal 


: the principal of our school, 
“chief,” “chief person,” 


lose your mind, lose your handker- 
adjective: 4 loose belt. 


53A at the dictation of your 


Correct Word 
filling each blank with principle or 
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54 warp spots 


1. Name our seaports. 2. Watching television is her —— occupi 
tion. 3. Our , a man of high —s, delivered the address at E 
bly today. 4. Do you understand the — — of the atom bomb? 5. Брези 
the interest, not the 6. My — fault is Procrastination. 7. 30 
means “‘law, truth, doctrine, or moral rule." 8. The of the note is $ 


Fill each blank with Jose or loose. 


1. The screw is ——. 2, Don’t —_ it. 3. If it gets ——, you wil 
it. 4. Did you your —— change? 5. How did you —— your pos 
6. When a button on your dress becomes — —, sew it on before you —— 


Fill each blank with lead or led. 


il? 
1. Jerry — us out of the cave. 2. Did you borrow my —— рех 
3. Our team — 6 to 5 at the end of the eighth inning. 4. I was —— 
believe that these — pencils are the best made, 


Fill each blank with to, 100, or two. 


@ 
1. A quart of ice cream is —_ much for the of us — eat. 2. ДЕ 
rather be — early than late. 3. Mrs. Greene is weak me so 
miles, 4. He thought the —— men were —— rough, and I thoug 
———. 5. Al was —_ miles from home and was hungry 


Fill each blank with their or there, 
1. 


^ t 
is a big hill in fron 


eyes are bigger than —— stomachs. 2. г 
tastes а 
new car, 4, —— 


of house. 3. ~~ 80 the Joneses in 


ton expensive foe Ее аы ы = light in house. 
54 HARD SPOTS 
The hard spot in each word is underlined, 

abundant banana control duplicate 
acquainted basis convenience endeavor 
agriculture beautiful convertible expense 
annual bicycle curiosity extension 
apartment .— bus. defense familiar 
apologize capacity * definite gasoline 
apology choosing descend genius 
appreciation chosen determined gentlemen 
assistant Clothes difference gingham 
attitude column difficulties grateful 
authority comfortable discipline ignorance 
awkward commercial disgusted imagine 
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imitate mystery 
jee necessity 
28006 nominative 
Inquiry offense 
interfere opponent 
"t c opportunity 
leutenant original 
literature partial 
magnificent pastime 
У 
тогіра ан 
варе possess 
muscle possession 
museum prior - 


P 
RACTICE 7. Dictation 


Write the following phrases as 


1: 
> oe stenographer 19 
B prior possession 20 
4. арор Гог my ignorance 21 
546 ed the muscle 22 
6. um y a partial surprise 23 
7.5 ystery and suspense 24 
8 пасо апа а Бапапа 25 
9. К onderful gingham clothes 26 
10, bes control 27 
i тумо: to duplicate 28 
12 icycle to the museum 29 
13. grateful for the privilege 30. 
14, schedule for the semester 31 
1s. à thorough inquiry 32 
16. a comfortable bus trip 33 
17. chosen the most beautiful 34. 
18. apology for my offense 35 
- Written response 36. 
FINAL Y 


55 


Of the 10,000 wo: 
ed. Nearly 750 end in the s 
you can spell, not one word, 


rds most often use 
uffix ing. 


FINALY 55 


privilege stenographer 
pursue stretch 
quantity successful 
quartet surprise 
relative suspense 
response sympathy 
restaurant temporary 
sacrifice thermometer 
sandwich. thorough 
schedule. vegetable 
semester virtue 

sense wonderful 
similar wretched 
spirits written 


your teacher dictates them. 


‚ imitate an aw 


. a magnificent apartment 
. an annual expense 

. an innocent pastime 

. mortgage the restaurant 
` a minute thermometer 

. determined to interfere 

. a genius for a relative 

. necessity for discipline 

. a permanent defense 


. intim 


ate but not familiar 


‚ in wretched spirits 
. a definite quantity 


kward suitor 
in the capacity of assistant 


. authority on agriculture 


asoline for my convertible 
similar cure for pneumonia 


à imagine such a vegetable 


d in writing, 950 end in the suffix 
If you learn how to add suffixes, 


put thousands of words. 
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56 FINAL E 


55A Y AFTER CONSONANT 


Y preceded by a consonant becomes ; before a suffix: zry, tries; cil) 
cities; heavy, heaviest, heavily. Rule 49C for forming plurals is a part 
of this rule. 


EXCEPTIONS 

1. Before ing and ish to avoid double [: Tvins = 

2. In proper names: Nancys, Kellys Flying, babyish 

3. In derivatives of adjectives of' o пре » tice, 
however, the forms drier, driest.) ne syllable: shyness, dryly (No 


55B Y AFTER VOWEL 


When a word ends in y preceded b ? i ed 
Е А Y а vowel, (һе y remains unchang 
before a suffix: play, Played; delay, delayed; rely relayed, 


EXCEPTIONS 
lay, laid; pay, paid; say, said, and most of their compounds. 


PRACTICE 8. Final y 


1, Change each adjective to a no е E 
> un by add - » worldly, coz 
_ ea wordy, friendly, dreary, е. € dien pod T: 

EN e du thon, singular of the present indicative and of th 
pas and ach of these verbs (cry, he cries, he cried): try, apply, defy, 
Лу 3. Study rows Supply, classify, deny, carry, farry. n { 

: e words. Explai > f : E 
remains unchanged. Plain for each word why у is changed to / ° 


accompanied happine ae К 
accompanying haly i modifying replying _ 
amplified heartil necessarily satisfactorily 
annoyance firm "4 ordinarily satisfying 
appliance industrious Prepaid specified 
burglaries kindliness pries studying 
Delanceys likelihood Pales vacancies 
ilies 5 adily valleys 
че ilies ee relied verifies 
À "я replies waylaid 
56 FINAL Е 
56A FINALE — 
Final silent - a sip papal pies a suffix beginning with a vowel 
befor inning with a consonant. i jes 
жог pes two thousand words.) nt. (This rule appli 
о 
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яма. E 56 


h а 

Е и ing = hoping (Ing begins with a vowel.) 

imagin(e) ү = usage (Age begins with a vowel.) 

approv( “+ агу = imaginary (Ary begins with а yowel.) 

nine + xi + al = approval (А/ begins with a vowel.) 

Shame een — nineteen (Teen begins with a consonant.) 
+ less = shameless (Less begins with a consonant.) 


Р 
RACTICE 9. Adding ing 
A А 
dd ing to each of the words in the following list: 


ee move acknowledge enclose 
ome owe advertise encourage 
dine rule advise oblige 
give shine argue produce 
Pava take arrange pursue 
ike type challenge receive 
live use complete separate 
lose write continue suppose 
56B IE 


e and change the i to y before ing to 


Words ending in je drop the 
lie, lying; die, dying. Note dye, 


avoid t 
Wo successive i's: tie, tying; 
dyeing, ive i’s: tie, tying, 


56C CE, GE 

ádi Retain the e when adding able and ous to words ending in ce or ge- 

di vantageous, changeable, courageous, serviceable. If the e were 
Topped, the c and g would be pronounced hard, as in car and gate. 


See rule 61A. 
PRACTICE 10. Adding able 


Form adjectives by adding able to these words, and explain in each 
case why you drop or keep the e. 
admire enforce love pronounce 
advise exchange manage recognize 
believe excuse marriage replace 
compare imagine move sale 
debate like notice use 
desire live peace value 
No adjectives end in full: use + ful = useful 
PRACTICE 11. Adding Suflixes 
ful to these nouns: grace, shame, revenge, 


1. Form adjectives by adding 


care, use, force, hope, peace, wonder. 
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57 DOUBLING FINAL CONSONANTS 


2. Add ly to each of these words: Severe, scarce, sincere, sure, fine, likes 
immense, entire, extreme, fortunate, complete, accurate. inmediate, Tone, loves 
late, affectionate, absolute, approximate, Positive, rare p 

3. Add ment to each of these words: advertise, encoura, re excite, require, 
appease, announce, replace, commence, i е, 

4. Add ty to safe and nine, 


EXCEPTIONS 
Twelve exceptions to the rule about final e are: ! 
acknowledgment canoeing judgment shoeing 
Mi ed duly mileage truly 
hoeing ninth wholly 


PRACTICE 12. Writing Sentences 


Write sentences for these words frequently misspelled by graduates 
of senior high schools. You may put two or more of the words in 006 
sentence, 


losing scarcely completely desirable 

tasting likely immediately valuable 

hoping merely truly argument 

coming entirely safety amusement 

using. extremely ninet achievement 

pursuing severely useful arrangement 
57 DOUBLING FINAL CONSONANTS 


These two rules apply to Over three thousand words, 


57A DOUBLING FINAL CONSONANTS 


b iggest A 


EXAMPLES 
ing, dropped 
1. drop, dropping, dropped, Drop has one syllable. The fi nant 
js preceded by the single vowel o. The rule ERI ЙД НАН 
4 2. shine (осор Shining, shined. Shine has only one syllable, but the 
final letter is а VOWSI. The rule does not apply. { 
1 The spellings acknowledeement and Judgement are permissible but rare, 
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wants 57 


PRA 
CTICE 13. Doubling Final Consonants 


DOUBLING FINAL CONSO 


F 
and Pus the present participle and the past tense of the following verbs 
: ain in each case why the rule applies or does not apply. 
oe file hop note skip stop 
dive fit hope plan slip sun 
de grab hum plane step whip 
E hem live ship stir wrap 


57B 
ACCENT ON LAST SYLLABLE 


If eh i 
Puce which is accented on the last syllable ei 
eginni by one vowel, the final consonant is doul 
ing with a vowel. 


nds in one consonant 
bled before a suffix 


EXCEPTIONS 


W ; 
m а like PREFerence from pr 
Єў ich the accent is shifted to t 
er, has two /'s. 


eFER and REFerence from reFER, 
he first syllable. EXcellent, how- 


EXAMPLES 
1. adMIT, admitting, admitted. Admit is accented on the last syllable. 
li. The rule applies. 


p 
he final consonant г is preceded by the single vowe 
2. SUFfer, suffering, suffered. Suffer is accented on the first syllable. 


The rule does not apply. 
Notice that the rule applies only if 
1. The word ends in one consonant; 


2. The final consonant is preceded by one vowel; 
3. The word has only one syllable or is accented on the last syllable. 


PRACTICE 14. Doubling Final Consonants 


llowing words and to explain in each case 


Be ready to spell the fo 


Why the rule does or does not apply- 

allotted deferred offered reference 
beginning differed omitted referred 
benefited digging omitting referring 
biggest equipped ermitting regretted 
committed interfering preferable remittance 
committee limited referred repellent 
committing occurred propeller running 
compelled occurrence putting swimming 
controlled occurring rebellion transferred 
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59 croups or wonps 


58 MISSPELLING DUE TO MISPRONUNCIATION 
58A CORRECT PRONUNCIATION 
Correct pronunciation is an aid to Spelling. 


If you pronounce these words completely and distinctly, you will 
find them easy to spell. Do not add, ага, ог мне sounds. 


accessories effect (result) literally secretary 
across embroidery mahogany sophomore 
appropriation enthusiastically miniature spiritual 
arctic February optimistic strengthen 
athletics glimpse particular strictly 
attacked government perfectly substitute 
barbarous governor perseverance suggest 
boundary gradually perspiration surprising 
candidate grievous popular symptom 
champion . history postponed temperament 
characteristic incidentally prejudice temperature 
chimney industrial probably tentative 
chocolate interpret proportion tragedy 
considerable introduce Proposition tremendous 
despair itinerary reciprocate twelfth 
despise laboratory refrigerator unanimous 
destroyed lengthen representative undoubtedly 
destruction library reputation. variety 
economical lightning ridiculous Wordsworth 


When suffixes are added to words ending in er, the e is sometimes 
dropped, as in launder, laundry; sometimes retained as in grocers 
grocery. If the eis kept, the word has an extra syllable. ' Accurate pro^ 
nunciation is a safe guide to the correct spelling. 


58B E RETAINED 


deliverance murderous temperance upholstery 
furtherance prosperous thunderous utterance 


58C E DROPPED 


administration encumbrance monstrous remembrance 
disastrous hindrance registration wondrous 

59 GROUPS OF WORDS 

59A SINGLE LETTERS 

amount around cancel control excel 
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GROUPS OF WORDS 59 


5 
9B DOUBLE LETTERS 


ассо: н 

Хош assessment exceedingly parallel 

address bulletin illustrated ossessive 

aggravate comma immense proceedings 

alliance communication imminent speeches 

ammunition community innovation suggestion 

apparatus compass installation summary 

apparel embarrassing mattress syllable 

assassin essential miscellaneous tariff 
exaggerate opposite tennis 

59C s, ss 

ы 5 pronounced zh and ss pronounced sh. 

collision confusion expression permission 

commission decision occasion succession 

Concession discussion omission supervision 
division oppression suppression 


59 
D CEED, CED, SEDE 
There are three ceed verbs. 


exceed succeed proceed 
Quy is one sede verb: supersede. 
ther words have ced. 
procedure 


concede precedent preceding 


P 
RACTICE 15. Dictation 


Prepare to write the following Р 


hrases as your teacher dictates them 


to you. 
i Suppression of aggression 6. an illustrated bulletin 

+ Succession of speeches 7. collision seems imminent 
3, summary of the proceedings 8. procedure on this occasion 
4. decision without precedent 9. comma after the expression 
5, 10. proceed with the address 


aggravate the confusion 
assing discussion 12. find accommodations op- 


11. an exceedingly embarr: f a 
posite the tennis court 13. installation of the ship’s compass requires super- 
vision 14. sins of omission and commission 15. essential to find the assassin 
16. accustomed to a hard mattress 17. fulfill your pledge to the community 
18. tariff on miscellaneous items of apparel 19. wi 1 supersede the old ap- 
paratus 20, succeed in halting aggression 21. exaggerate the importance 

xceed even that 


of the concession 22. accent the preceding syllable 23. е 1 
immense figure 24. concede that the assessment is too high 25. permission 


to make a suggestion 26. an jnnovation without parallel 27. in communi- 
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60 ADDING PREFIXES AND SUFFIXES 


cation with other members of the alliance 28. our division is without 
ammunition 


60 ADDING PREFIXES AND SUFFIXES 
60A PREFIX, SUFFIX 


Can you add a prefix or a suffix to а Word without losing or doubling 
a letter? As a rule, words may be divided into syllables between t 
prefix and the root and between the root and the suffix. 


bene + factor = benefactor dis + advantage = disadvantage 
usual + ly = usually drunken + ness = drunkenness 
mis + spell = misspell ге + commend = recommend 
especial + ly = especially marry + ing = marrying 

60B DIS 


As а rule, ће s in the prefix dis isn’t dropped or doubled in combin® · 
tion. Dis means “apart,” “from,” or “not.” 


dis + appear = disappear dis + satisfied = dissatisfied 
dis + appoint = disappoint dis +. agreeable = disagreeable 
disapproval disease disservice dissuade 
disaster dissect dissimilar distrust 
discover dissent dissolve disuse 
60C AD 


The consonant of the prefix ad is often changed but never lost. Ad 
means "'to" or “toward.” 


ad + breviate = abbreviate ад + sociation = association 


ad + parent = apparent ad + commodate = accommodate 
accelerate oct appearance approximate 
accepta ii sment appendix assault 
accomplis admittance applaud assemble 
accordance aggregation appointment assistance 
accumulate ag appropriate attempt 
accuracy allude approve attract 
вор OUS i 
Ci before ous 1S pronounced sh. Study these words ending in 005, 
dacious dangerous jealous religious 
au uteous delicious mysterious serious 
bea nteous desirous piteous spontaneous 
bo ЧЕП A gaseous precious suspicious 
cou 
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PR ADDING PREFIXES AND SUFFIXES 60 
AC ; 
; TICE 16. Adding Prefixes and Suffixes 

+ Add the suffix Zy to these words: 


eri 

саа economical mutual regular 

annual equal natural respectful 

apparent eventual occasional special 

artificial familiar original successful 

careful final partial total 

cool general personal unsuccessful 

cordial grateful practical unusual 
moral real useful 


2. P 
. Pr и А 
ейх un to these words: named, natural, naturalized, navigable, 


nei, 
от, noticed, numbered. What does ип mean? 
Step, take ic hd es words: calculate, inform, spell, spend, state, 
4. Add the na does mis mean? 
esire, fame e 9 x ous to these words: advantage, bulb, courage; 
, marvel, outrage, poison, rigor, riot, vigor. What does ous 


mean? 


60E | 
N 
meaning “not,” is often changed. 


in + partial = impartial 
in + reverent = irreverent 


The: consonant of the prefix іл, 
in + legible = illegible 
in + mature = immature 
Р 
RACTICE 17. Adding in to Words 


d by prefixing а form of in to each of the fol- 


Write the words forme 


lowing: 
legal moral enetrable prudent 
legitimate mortal erfect rational 
literacy movable ossible regular 
logical numerable practical relevant 
measurable passable robable resistible 
modest patient proper responsible 
60F COM 
comes col or cor if the word 


Com, meaning “together” or “with,” be! 


to which it is added begins with / or 7- 


ate = commemorate com 4- rode — corrode 


сот + memor: 
com + гирі = corrupt 


com + lect = collect 

commander communism colleague correspond 
commence collaborate collective corridor 
commendation collapse colloquial corroborate 
commiserate collater: correction corrosive 
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61 HARD AND SOFT С AND С 


61 HARD AND SOFT С AND С 


as in 
The letter а ого following c or g makes the consonant hard КАС. Е 
car; g as іп game); iore following c or g generally makes the es б, 
Soft (c as in city; g asin ginger): recall, recite; vacant, decent; elegi 
agent. 


PRACTICE 18. Using able and ible after c and g 


j : - : i ith 4 
Fill a blank with / if the preceding sound is s or j; otherwise wit 
Find out what a word means when you learn to spell it. 


: е 
атїс—Ые dirig—ble impractic—ble navig— bl. 
applic—ble elig—ble intellig—ble negli£ е 
communic—ble forc—ble invinc—ble practic ble 
despic—ble implac—ble leg—ble reduc— 


" 


PRACTICE 19. Using ant and ent after c and g 


; ith 
І. Fill a blank with e if the preceding sound is s or j; otherwise wi 
a. Know the meaning of every word. 


adjac—nt cresc—nt emerg—ncy neglig—"! 
applic—nt dilig—nt extravag—nt rec—nt 
benefic—nt diverg—nt fluoresc nt reg—nt { 
complac—nt effervesc—nt intellig—nt retic—n 
conting—nt eleg— nce irridesc—nt urg—nt 


9? 
2. Why is the e after the & kept in pageant, sergeant, vengeance 
What is the purpose of the ; in allegiance ? 


GROUPS OF WORDS 


a 
allowance comparatively guarantee prevalent 
attendant customary indispensable profitable 
balance dependable insurance rehearsal 
calendar dictionary obstacle scandal 
collar fundamental Preparation senator 

e 

i delegate erroneous etroleum 

ара 1 elementary existence Fe petition 
benefici elevated inadequate stupefy 
cemetery enemy mathematics supplemental, 7 
шерш A envelope penetrate telephone 
comp 
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HARD AND SOFT 


See ible deficit 
аз definitely 
Citizen ып aupa ion 
civili ifficult 
com zod distribution 
СВАО dormitory 
Con we eliminate 
criti оре estimate 
cer feminine 

ucized hesitate 
cou 

езу fourteen 
artificial 

И; financial 
brilliant marriage 
audi 

dience convenient 
с 
ompulsory director 
frolicked mimicking 


PRACTICE 20. Dictation 


Prepare to write the following 


to you. 


я рапіску аё rehearsal 
E à university dormitory 
. hesitate to guarantee 

4. a financial deficit 

5. the attendant physician 
6. a sensitive individual 
7. a fiery politician 

8. medicine proved beneficial 
9. a brilliant recitation 
10. estimate your balance 
11. telephone the senator 
12. customary at the cemetery 
13. poultry distribution 
14. stupefy the audience 
15. accessible to any citizen 
16. deficiency of petroleum 


i 


phrases as your te 


c ann e Of 


incredible ositive 
indicate preliminary 
individual recitation 
investigation sanitary 
legislature sensitive 
medicine susceptible 
militarism university 
minimum utilize 
obligation vicinity 
organization visible 

ou 
poultry source 

ia 

arliament physician 

peculiar -= politician 

ie 

deficiency experience fiery 

or 
successor tailor 

ick 

panicky picnicker picnicking 


acher dictates them 


17. scandal is incredible 


20. minimum 


22. compariso. 
23. experience in pai 


isible signs indicate 
he marriage 


‚ a positive obligation 
n is difficult 
rliament 


24. a sanitary envelope 


‚ calendar in existence 


26. eliminate repetition 


27. a peculiar collar 
28. picnicker frolicked 


29. criticis 


m of your destination 


30. penetrate enemy lines 


. definitely artificial 
prevalent but erroneous 
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61 HARD AND SOFT С AND С 


MORE HARD SPOTS 


absurd consequently extraordinary originate 
acknowledge considerably faculty pamphlet 
alcohol cylinder guardian possibility 
analysis decidedly gymnasium prairie 
analyze desperate handsome professor | 
anniversary detrimental inconvenience pronunciation 
appendicitis discretion invalid recollect А 
ascertain distinguish irrigation recommendation 
bachelor enormous kindergarten rheumatism 
campaign enthusiastic laborer solemn 
chauffeur exhausted lavender specimen 
complexion exhibition license surgeon 
condemned expedition millinery sympathize 
conscientious exquisite mutual testimony 


PRACTICE 21. Proofreading for Spelling 


On your paper spell correctly the twenty-five misspelled words in 
the following phrases. Keep the same order and number your words: 


3 professar oange faculty 8. sympathize with the invalid 
‚ hansome Бас E 9. recomendation of a surgeon 
‚ conscientious laborer ; 10. analyze the pronounciation 
. exibition in the gymnasium 11 


- discretion of the guardian t 
+ definately a profitable investmen 
- exquisite lavendar scarf —. 

- detramental to the complexion 


. rheumatism or appendicitus 12 
solemn testomony 13 
ascertane by analisis 14 


NDURYVN= 


15. posibility of irrigation of the prarie 16. exausted chauffeur reported 
somthing wrong with one cylinder 17. consequently forgot the anniversery 
18. enormous ears distinguish this absurd pet 19. extrordinary speciman 
of milinery 20. how did the expedition origanate 21. considerabley 
annoyed ai the inconvenience 22. acknoledge receipt of the pamphlet 
23. desperate сатАр Бп to save the condemned man 24. recolect a kinder- 
garten experiance + enthusastic about the mutual assistance pact 


PRACTICE 22. Spelling Challenge 


Once a month the Saturday Evening Post challenges its readers {0 

1l correctly the words misspelled in manuscripts sent to the editor. 
eee four similar tests on words many students misspell in their 
iu. Half of the Words in each of the following lists are misspelled. 
о а find them and spell them correctly? 
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SOCIAL STUDIES WORDS 


62 


1. ada Test I 
2. ae 6. anxiety 11. Carribean 16. dimensions 
3. amature 7. architecture 12. Conneticut 17. emphasis 
4. ambasad 8. bouquet 13. controvercy 18. emphasize 
5. Anna ns 9. cafateria 14. delinquent 19. equivalent 
polis 10. carreer 15. desparate 20. facilatate 
1 fasa Test П 
+ fasci A \ 
2. imacculet 6. interupted 11. Masachusetts 16. nuisance 
3. uz 7. Isreal 12. Mediterranean 17. Odyssey 
td e ME em 13. Mississippi 18. optamism 
5. este ае 9. legitamate 14. monotonous 19. orchester 
ctual 10. loyalty 15. municiple 20. Philippine 
1. phi Test Ш 
2. ae ea 6. Pulman 11. scheme 16. Tenessee 
3, Brot edP 7. qualifacations 12. Shakespere 17. vacume 
4. imer: 8. Renaisance 13. sincerity 18. vetinarian 
5. ps poganda 9. resevoir 14. stastistics 19. volunteer 
ychology 10. routine 15. technical 20. yacht 
1 Test IV 
5; 2ecessories 6. calender 11. origanal 16. reciprocate 
3. ero modale 7. communication 12. orginization 17. recomend = 
4. ministration 8. embarrassing 3. parellel 18. representitive 
s. vobrOplaHon 9. erroneous 14. prevalent 19. ridiculous 
: Sullitin 10. garantee 15. procedure 20. sanitary 
22 SOCIAL STUDIES WORDS 
Look up the meaning of words you don't know. 
erary, cabinet latitude proposal 
рше ок campaign neutrality sabotage 
атаа civilian _ opposition sovereign 
endment conscription arliament sphere 
PD declaration patriot strategy 
ppease democracy petition supremacy 
тшшш dictator policy survey 
rmistice exploration rivilege _ territory 
ханов imperialism roclamation totalitarian 
US igerent interdependence rogressive traitor 
Oycott isthmus prohibition tyranny 
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63 WORDS FREQUENTLY MISSPELLED 
63 WORDS FREQUENTLY MISSPELLED 
IN BUSINESS LETTERS 


Look up in the dictionary the meaning of new words and words 
about which you have only a hazy idea. 


accountant corrugated initiative requisition 
accrued counselor inspector resources . 
adaptable credentials institution responsibility 
additional creditor instrument reversible 
administrator debit inventory salaries 
aeronautical debtor liabilities scarcity 
affidavit defendant linoleum scientific 
affiliated demonstration locomotive shipper 
aluminum demonstrator machinist solicit 
apprentice depreciate maintenance specifically 
architect depreciation maximum specification 
arrears designer mechanical statistician 
arrival directory memorandum status 
assigned discrimination mercantile superintendent 
attorney dismissal merchandise supervisor 
auditor. dispossess merit systematize 
authentic distributor meteorologist technically 
available dividend mimeograph technician 
awaiting economize negotiations technique 
bankruptcy economy notary television 
beneficiary effective occupancy temporarily 
cancellation electrician patent testimonial 
carburetor endorsement personnel textile 
certificate excesses Pittsburgh transcript 
circumstances exemption plaintiff transcription 
clerical expenditure porcelain typewriter 
coincident facilities precision typographical 
commodity galvanized premises underwear 
competitor grievance previously unfortunate 
complimentary guidance professional unique 
compromise handicapped proprietor universal 
conference illustrator publicity utilities 
consignee implement questionnaire vacancy 
consumption incorporated recipient valid 
contractor рне reconcile vehicle 
corporation inflammable reimburse wholesale 
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Scientific i -— 
ientific investigations, according to the Funk & Wagnalls Com- 


Рапу, have revealed that: 
A poirot can learn 200-300 words. 
А mee child of six knows 2000-3000. 
The аш knows 8000-10,000. 
as rdinary man knows 20,000-30,000. 
well-read man knows 35,000-70,000. 


ow? How many can you use c 


1 ап Issue of 


How many words do you kn orrectly? 


Vi 
OCABULARY TEST Words and Context fron 
iday 


р ш. the word or expression 
е as the italicized word. 


l. Tt was m be pre: 
ЫГ у unpleasant duty to be p 
2 1 successful, 2 light, 3 serious, 4 approaching, 5 short-lived 
‘ White is perennially right for cruise clothes. 
1 without exception, 2 from year to year, 3 in most cases, 4 on the other 


hand, 5 from morning to night 


3. There i 2 5 , 
is nothing nominal about the prices. ? 
E i average, 4 unexpected, 5 inflated 


4 1 very slight, 2 surprising, 3 
- A sagacious treaty Was devised. 
s, 1 unfair, 2 fair, 3 ill-advised, 4 ha 
. We resumed our moody vigil 
1 silence, 2 pursuit, 3 game, 4 acing, 5 watch 
6. He had his reasons, some of them valid. — 
1 weak, 2 selfish, 3 sound, 4 obvious, 5 praiseworthy 
7. This discrepancy can be explained historically. 
і isagreement, 5 mistake 


8 заны 2 similarity, 3 1055, 44 onc fed. 
«EO i tion has invaria eteriorated. 
nomic productio ly er m 


1 grown better, 2 grown worse, 3 been held up, 4 
control 
9. New Zealand has few predatory creatures. 
ive, 4 poisonous, 5 needy 


1 wild, 2 preying, 3 native, 
10. Hollywocd a ae ‘endless subject for glib abuse. 
П sides, 4 loud, 5 smooth-tongued 


1 deserved, 2 unfair, 3 from а 
SELECTING 


that means the same or almost the 


sent as coauthor of an impending 


sty, 5 shrewd 
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Jl; 


12; 


13; 
14. 


15. 


16. 
17. 
18. 


19. 


20. 
21. 


22. 


23. 


24. 
25. 
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64 USE OF THE DICTIONARY 


Unless this alchemy takes place there will never bos show 
1 phenomenon, 2 cooperation, 3 transformati ae rm 
He admits his frugality. ааа адыр 
1 economy, 2 wastefulness, 3 dishonesty, 41 А denc’ 
to put things off Y, 4 lack of punctuality, 5 ten 2 
My collaborator was S. J. Perelman. 
1 co-worker, 2 rival, 3 defender, 4 em i 
ub dui cer, 4 employer, 5 idol 
The otter's Veo American foe is the ubiquitous commercial trappe™ 
1 annoying, 2 profit-secking, 3 destructive, 4 ever-present, 5 in the Way 
The otter is carnivorous, P à 
1 bloodthirsty, 2 abl i А ы 
5 Genie” e to live on land and in water, 3 flesh-eating, 4 sly, 
His cross-country movements indicate 
reat 7 

1 endurance, 2 speed, 3 courage, 4 ability a аши, 
А picture should not declare the fact stridently 

openly, 2 in a preaching way, 3 without j i ingl 
Nanking was full of abstruse political pectin a. 


1 without meaning, 2 full of STE Я , 
basis in fact, 5 ms to Bains e 3 far-reaching, 4 having n? 


This maneuver failed A Y 
Re EN two or three times — to the unfeigned delight of 
1 sincere, 2 ill-concealed, 3 1 
The horse was immobile yeabrevended, 4 overwhelming, 5 secret 
1 restless, 2 drafted, 3 unconce; 

А d rned, 4 motionl i 
Both men displayed an almost maudlin Addio due 


1 feminine, 2 unbelievable, 3 overw| i i 
s H i i 
It wasn't like them to leave ls anne, 4oversentimental, 5 disgusting 


1 free meal, 2 elaborate f; А 
gifts e farewell, 3 disturbance, 4 embrace, 5 exchange of 


An elderly man was reading the obituaries in the morning paper. 


1 stories about criminals, 2 speech В 2 I 
А темек oj pas En ones es of praise, 3 biographical sketches, 


New Zealand allocated almost all butter to the motherland 


1 gave away, 2 assigned, 3 shi 
a М PPed, 4 taxed, 5 put a ban on 


1 deadly, 2 insignificant, 3 expensive, 4 important, 5 poisonous 
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{ d capitalization ivati 

Spelling ап 6. Derivation 
E Prision into syllables 7. Meanings 
3. pronun eed $ pis and antonyms 
` parts О Кү vels of изе — Sk Collo 
4. ee аг Pom Prae of (colloquial), ору. endete 
» urs, principa Б О еч; Dial. (dialectal), Archaic 

pem on of adjectives 10. Correct idioms 
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lish Dictionary, Webster's 
dard Dictionary. Four 
Collegiate Dictionary, 
d Dictionary, 


Ex e 
cellent dictionaries are The Oxford Eng 


ew Int 
ernati ges 
rnational Dictionary, and New Star 


good : 
abridged dictionaries are Websters New 
New College Standar 


ie Ameri 
and Wane College Dictionary, 
ike-Barnhart Comprehensive Desk Dictionary. 


one | garventcism. @ 
~ vent: 
Christ and thy 


кы ERE * 
т] To | adventist (tist 
E 


Switzerlai 
ait commerce А translucent уапсы — 
slate Qa 
iden UL. adulatus, past part. ri adularid Ji 
;equiously ani yam zi 
du-la/tor (алг), and fulsome rry Cla- bero ers, n 


art. of adolescere to adventitia ( 


flatter i 
lation С 


/ 
torri or, esp. 


adult (dil 
mature, г. ad- дакарае to grow.. / i 
n 2 civil lay the term is applied to males ‘er tios 
"dul/terant (G dÙ tered р extrinsically; А 
iVtgr-dnt), n. An adulterating substance or agent. 2 EAR utc 
against) = 


past part. of adulterars. fr. 
debase, or^" 
substance; to 

UE 


From Webster's New Collegiate Dictionary 


Copyright, 1949, 1951 
by С. & C. Merriam Co. 


By permission. 


Scand. origin рат ò suvering 
Stem or root., 2. q'unbark, or spent, bark. 3, 
Т. To treat with an infusion of 


mS 
n 

strate, ennifachona.  — 0. ts б 
ge ; Ё түр the bark from; to, peel; specif., to girdle. 
КАЛЕ 3. п. or rub off the skin from; 2^» te bark one’s heel. 4. To 

allin lichen Jose with, ог аз with, bark. 
dlline acid, i © heorcan.] 1. То make, the short, loud, ex: 
eit some canines, esp. dore, 2. To make a 
+, one of 5 з barked. З. To shout or speak sharply, 
ER. abrupt, snappish manner. 4, Slang. Toso icit 
A by crying out its 'merits at the entrance. 
Е, fr. Tt. hoarsely. == 0.6 То utter, with a bark. =- 
bark up the wrong tree- misdirect one's attack. —7. А bark- 


tian gon- | i 
ing cry or sound. 
ГЕ. barque, fr. 


Ssoccu- | bark, parque (bürk), л. 3 
X | d атс fr, L. barca, 3+ Formerly, 
б sailing уез” 77 ЕУ 

tionary 


By permission. From Webster's New Collegiate Dic! 
Copyright, 1949, 1951 

by G. & C. Merriam Со. 

hich players ас neret 
or dress, as hemp, 


„оез. 
PANE v.d. 

а й Я чаштал.] 1.,Dial. To prepare s 
aso, un- taw Ок. s avion], Va. "To prepare, as аЬ or goat? 
ttistic. — | skin, for £ loves, by imbuing with ‘alum, salt, etc. taw/er, п. 

hwlary, 00/980, ой; W/DRI-ER „Соп; ww'oxrrst, | [irom 
stea, by | Saint “Audrey, ‘Etheldreda ; therefore, ог! bought at the fair of 
Aue БУ | St. Audrey at ; where neckpieces лахт as St. Audrey s laces OF 
5 а8: | Fawdry laces were 5901 Y Showy Without. ае оса elegance; as 

f гу; С y, as 1i ; as, taw 
epa. d. | Somen, clothing, е срт, =. tawdry, 23,7 аав, n. 
i | taw'ie 0070), Gu Scot, Тасы ара: RUM 
j.; Т/ NIER Cnbtn; west. Also noy. 
yg rawit CMTE nr] OF the color of де 
ell Cigar eafiirü- 


m d UOD. né, past part. 0 
"ané, tanné, 1. 
; specif. & brown color, ‘Ted-yellow in hue, 
SU) ify О brilliance. з Бев con `+ 
pster's New Collegiate 


By permission. From Wel 
Copyright, 1949, 1951 


py G. & С. Merriam Со. 
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65 tHe exact worp 
PRACTICE 3. Using the Exact Word 


Be ready to answer each of the following and to give a reason for 
your choice. 


- Is an unmarried woman single or unique? 

- Is eating peas with a knife a habit ога custom ? 

Is the Buddhist religion ancien; or antiquated? , 

- If you ask an acquaintance how much she Paid for a dress, are you curious 
or inquisitive? " 

Do the principal figures in a Jo 

Does Fatso need ability or cap 

splits at one sitting? { 

; Я + en 

` with George ао оге likely to compare ог contrast his oppo”! 

A D airt lowers her eyes upon meeting a new man, is she shy or eyi m 
К you vote against a candidate because you were averse or adve 


Pwone 


P "jety? 
cal scandal achieve fame or notoriety! na 
acity to eat five hot dogs and three Бапа 


м ти 


to his program? 
10. Are you being familiar or intimate to call Queen Elizabeth “Lisbet”? 


65B BONERS 


garlic is prohibited in Gary, Indian 


a, by a st a stature. 
old Cornwall house has dorr ЭУ atute, not 


ner windows, not dormant windows. 
PRACTICE 4. Correctin £ Boners 


g sentences and supply th 


word you think the writer meant to use. Be able to tell the meaning 


of each of the two words, 
1. The sign read “Private Property, Tresp: 


10. The gigantic tent was ngenuously constructed without poles or ropes. 
bi c for some poisons. 
12. Have scientists been able to insulate the cold germ? 
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WORDS SIMILAR IN SOUND OR SPELLING 66 


66 
66A WORDS SIMILAR IN SOUND CREDENS 
WORDS OFTEN CONFUSED 
r spelling. The 


Different; 
finos аме between words of similar sound 0 
g words often confused deserve particular attention. 


accept, ex 
(on кз ept Accept (verb) = to. receive, to agree 105 except 
iid sition) — but; except (verb) — to exclude. 
LIU qiue collect call from Washington, D.C.? 
Are a ing except the best" is Father's motto. 
ny employees excepted from the wage-freeze order? 
r a building 


admitt 
ance, admission Admittance — permission to ente 
ng to rights and privileges. 


or ; d Tala 
location; admission = admitti 
ce to the aircraft factory. 

to West 


Wi 
Thee a pass there is no admittan 
amily waited anxiously for news of George’s admission 


Point. 
affe. 
Sn effect Affect (verb) — to influence; effect (noun) 
effect (verb) = to bring about. 
Tow do narcotics affect the nervous system? 
arcotics have a strong effect on the nervous system. 
narcotic given in large enough quantity to effect sleep or coma is called 
a “hypnotic.” 


all ready, already 4// ready 
viously. 


I've already dusted the 
The house is all ready for yO 


all together, altogether All together 
wholly, completely- 
Now we'll sing the chorus all together. 3 
Тһе Ма of Jolanthe was altogether delightful. 
avocation, vocation Avocation — secondary occupation, 
tion — regular occupation. 
on is acting- 


Claude Rains's vocati n 
Farming is Mr. Rains's avocation. 


— result; 


— completely ready; already = pte 


floors, and run the vacuum. 


furniture, mopped the 
ur inspection. 
— jn one body; altogether — 


hobby; voca- 


beside, besides Beside (preposition) = by the side of; besides (prepo- 
sition) = in addition to; besides (adverb) = 1n addition. 
he concert. 
d cheese? 


Guess who sat beside me at t : 
hing to eat besides crackers an 


Aren't we having anyt the basement 


Besides, there's storage SP2c? in 
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66 worps змив iN SOUND OR SPELLING 


complement, compliment Complement = something that comple 

or makes perfect, a word Ог group of words completing a predicate: 

compliment = something said in praise of a person or his work. А 

A battleship has a complement of ver two thousand officers and enliste 
men. 

In the sentence “Musial hit a home run” wh 
verb? е 

Miss Perkins said I was unpredictable, 


е 
at is the complement of th 


Is that a compliment? 


T t 

consul, council, counsel Consul — representative of a governor 
council — group of people who are called together to give re 
or make decisions or laws; counsel = advice or a lawyer who giV 
advice. 


After Germany declared war onu 
consul in New York? 


: $ ional 
The Security Council of the United Nations investigates internationa 
disputes. 


You need legal counsel, Why not call M 
the Gray Company in its suit? 


3 an 
Sin 1941 what happened to the Germa 


for 
г. Lee, who was the counsel 


continual, continuous Continual — 
uninterrupted, 


If you go out with 
Performances at th 


frequently repeated; continuous = 


Al, you'll be continually embarrassed. "€T 
е Bijou are continuous from 10:50 a.m. to midnight. 


credible, credulous, creditable Credible 


^ А = believable; credulous = 11" 
clined to believe; creditable — i i 


desert, dessert Desert (noun) = barren region; desert (verb) = 10 
forsake, to abandon; dessert — cake, pudding, etc., served at the 
end of a meal. 


Plants that require little water, like cacti and sagebrush, can grow in à 
desert. 


Soldiers who desert in wartime 
My favorite dessert is chocolat 
pecans. 


may be given the death penalty. d 
€ ice cream with marshmallow sauce ап 


disinterested, unin terested Disinterested = free from selfish motives, 
fair, impartial; uninterested — having no interest in what is going 
on ‘indifferent, unconcerned, 
" 


ill be jud: isi ted authority. 
tographs wi Judged by a disinterested у. 
A E d first uninterested, was won over by George’s eloquence. 
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WORDS SIMILAR IN SOUND OR SPELLING 66 


emigr: a 
Pul A mm Emigrant == one 
there, Ey immigrant = one who enters a forels' 
left; inn шёгапь, emigrate, and emigratior r to the country 

nigrant, immigrate, and immigration 


entered. 
Abo! T— 
ut fifty million people emigrated from Europe between 184 
ard of living. 


МОЕ 

o Р 

он киин бев countries to seek а higher stand i 
s of the 1920's ended the period of free immigration to the United 


States. 


6 and 


1їпетї = threatening: 


emin 

ent, immi А Л ИС 
;imminent Eminent = distinguished; imn 

eminent jurist. 


Ch 
arles Evans Hughes was ап 
ne was imminent. 


The i 

е islanders thought a hurrica 
— ceremoniously, according to set forms 
viously. 

but Гуе never been form 


for 
mally, formerly Formally 
customs; formerly = Pre 


Гуе i 

B seen Miss Skinner several times, 

R uced. 

Formerly i ; 
dass ly it was considere: 
alone as hostess. 


ally intro- 


d improper for a girl in her early teens to be 


ha 
nged, hung Hanged = put to death опа gallows; Aung = sus 
pended. 
In your state is a person give 
Ms ш or shot? 
Eight stockings were hung from the mantel. 

ve) — chief; princ 


[е = law, tru 


n the death penalty clectrocuted, gassed, 


Principal (adjecti ipal (noun) — 
ief; princip th, doctrine, 


Principal, principle 
leader, chi 


head of a school, 
moral rule. 
The Mississippi Rivet forms а principal part of thi 


e world’s largest inland 


mend you when you apply for а 


waterway- 
Will your high school principal recom: 
position? j NT 
The compasses of ships are based on magnetic principles. 
respectfully, respectively Respectfully = with respect; respectively = 
each to each in the order given. 
The villager rang the bell of the great house and doffed his cap respect- 
fully. n 
А the AFL and CIO are respectively William Green and 


The presidents of 
` Philip Murray. 
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66 WORDS SIMILAR IN SOUND OR SPELLING 
PRACTICE 5. Selecting Correct Words 


Select the correct or preferred word f, А wing 
sentences. Justify each choice, or each blank in the follo 


1. How did World War II —— —__ fro: іота- 
gration, immigration) т Europe? (affect, effect) (emig" 
colors, those that seem to strengthe T, 
йе si п еасһ together, 
are on opposite sides of the color chart, not oie. (Coan 
mentary, Complimentary) (beside, besides) , 
3. Jimmy, who had eaten —_ too man (all 
together, altogether) (deserts, desserts) 
4. My chosen is diplomatic service. I'd like to be a United States —7 


in a cosmopolitan city far aw, А il 
counsel) y ау. (avocation, vocation) (consul, сопло» 


К ааа 21d "sign and was — enjoying a solitary swim 
6. Will you list P БОД. (Admission, Admittance) (all ready. already. 
à 2 AS of an jurist, a member of the state 


Supreme Court? (co; i 
formerly) (consul, council, counsel) (eminent, imminent) (formally, 


7. The performance of Trial by Jury was a one, but interruptions 


by latecomers and talkers j i 
credulous) (continual, continuous) э шне uem ce M 


8. In ice rad when Sally Adams, played by Ethel Merman, was 
oyalty, she bowed and sprawled on the floor 


2 


› Was sick all night. 


10. Everybody 
Day would have a bolstering — 
yw ave t 
(шер principle) (consul, council, Pus priu d 
11. When I announced that I was — John said that — being pretty J 


was punctual. Being on time іа — i ; 
side, besides) (principal, principle) of his. (all ready, already) (b° 


2.I the with a smi 
1 deer: mile. (accepted, excepted) (complement, com- 
13. We a “Sleeping: Do Not Disturb” sign on Mr. Willis’ chair, and 


when he discovered it we san с ; 5 

(all together, altogether) TOP E ES Manso; pose 
The bandit was —— and his b. i 
14. (desert, dessert) ody left to rot in the — (hanged, hung) 
15. George Жеш caa d Andrew Carnegie, a former slave and à 
QOL -— 8 » mericans who i i- 
grant, ine eee respectively) P E AE A 
—— judge w ink your sto; isi i 

7 nu em : psc ble, credulous) ry - (disinterested, uninterested) 
17. When Mr. Hawkins revealed that law was his 
` paper editing was only ап ——, we stared at him 
ciple) (avocation, vocation) (incredibly, incredulously) 
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field and that news- 
(principal, prin- 
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18. Th SPECIFIC 
. The f 
Performans has — begun, but we won't miss anything because the 
ces are ——. (all ready, already) (continual, continuous) 
and interest when due. 


9. Mr 
- Jeffords. i 
Guns ‚а man of ——, will pa the — 
20. Wane pal, principle) (principal, principle) 
CRE ok be the - of such a sweeping change in 
, effect) (principal, principle) 


OU products? 


PRA 

CT ; 

И ICE 6. Using Words Accurately 

, Mak ; ; i i 

Чопагу zeai the differences in meaning. Consult an unabridged dic- 
Шеол a book of synonyms. Use each word in a sentence that 

t clearly its particular meaning. 
later, latter 


adapt, adopt 
loose, lose 


a 
чь 
‚ап ; А 
ascent, а gle luxuriant, luxurious 
congenial ser : observance, observation 
eprecati » genial : ersonal, personnel 
enunciatio depreciate propose, purpose 
yperc поп, pronunciation quiet, quite 
ast. pen hypocritical sensual, sensuous 
581686 sentiment, sentimentality 
67 
SPECIFIC WORDS 


67, 
А SPECIFIC WORDS 
Give concrete evidence. 
ul, nice, grand, lovely, 


Use words that say something. 

© 1. Avoid adjectives like fine, horrid, fierce» awfi 

po wonderful, gorgeous, ns like asset, Cases character, element, 

actor, line, proposition. 
Thad a fine time. (What happened?) 
I think he’s wonderful. 2 Talented? Kind?) 
The party was awful. (in what way?) Tya 
The dessert was terrible. ean “I don’t like banana cream 
рїе”?) 

There are many 


(Well, what are they?) 


factors to be considered. 


2. Use picture-making words. 
He finally walked in. (Did he stumble? Stride? Tipto 
ger? Breeze? Saunter? March?) à : 
ME. Haskins has a new саг. Ts it a Ford coupe? A convertible with 
white wall tires ап! zebra upholstery? A little Crosley that tall Mr. 
Haskins seems tO unfold from?) 


e? Drift? Stag- 
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68 TRITE EXPRESSIONS 


a Е 10 
3. Consider the connotation of a word — what it will suggest 


others. Which do you mean? 


riot OR 
mob 

union bosses 

bask in the sunshine 

tactless 

unspoiled | 
dyed-in-the-wool conservative 


PRACTICE 7. Using Specific Words 


disturbance 

crowd 

union leaders 

Stay out in the hot sun 
honest and direct 
Naive E 
Tespecter of tradition 


А e- 
In seven of the following sentences Substitute more specific or рг 


EXAMPLE 
Lucy's awfully cute, 


There's a provocative look about Lucy, х 
mouth turn up, and she’s always J 


1. Tom is such a nice boy. 

2. Isn’t this a gorgeous (or terrible) day? 
3. I had a horrid time. 

4. We hada lovely dinner, 
5. He stood up, looked at 
6. Finally we all got home, 
7. Helen and Betty did a swell job of fixin 
8. is a grand (or horrid) place to live 
9. Teaching (or another Profession) is а 

10. 


is a wonderful (or horrible) movie, 


68 
68A Clichés 


Avoid trite expressions, The dealer in 


yank. To him every test is an aci 


E T ils. 
Ог vague expressions, picture the deta 


er 
Her short hair turns Чр, he 


US, and said what he had to say. 


nice (or awful) profession. 


TRITE EXPRESSIONS 


bride a blushing bride. When anything falls it falls with а dull thud ОТ 


drops like a bolt from the blue, 


a pleasant time was haq by all 
all nature seemed 
mong those present 
коче of Morpheus 
at one fell swoop 
beard the lion in his den 
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е uses all of the following and тоге. 


beat a hasty retreat 

beggars description 

better half 

bitter end 

bosom of the family 
briny deep 


b 
СУ арз and bounds 
tc career 
ae to the echo 
ad 2 the deep 
ed to disappoi 
downy couch inpr 
^d Sex 
A А 
а with a selection 
filth nd far between 
tmi lucre 
Open spa 

zm of zola. P 
in a as a bear 
it = last analysis 
= са without saying 
is ut not least 
OB felt need 
ШШЕ couple 

morable occasion 


68B 
QUOTATIONS 


A . 
hear m quotations, li 
say « "osi times before. 
et’s dance." Can you 


Truth is ; 

stranger than fiction. 
Method is his madness 
TET is the spice of life. 

€ best laid plans of mice 
A men... 

ll work and no play - - - 


P 
RACTICE 8. Avoidin 


sos s the following 
da » forceful words. Keep 
nges if you wish. 
THE COU 
I was enjoying my usua 
would have Derim y 


abs x 
ence, put in an appearance. 


К Ка эз, in th 
Herel ве said to me 
sionment.”’ 
At a loss for words myself, 1 
ard You know Mari 
lent admirer," he began. 


SELECTING т 


terary allusion 


Instead of " 
add to this list? 


and 


g Clichés 


story with 
ing the esse 


RSE OF TRUE LOVE 
1 bountifi 
іе Warner, who 


“Тат a troubled spirit е depths of desp! 
in deadly earnest. “ Words cannot exp” 


belle Moore: 
I knew 


TRITE EXPRESSIONS 68 


midnight oil 
nipped in the bu 
partake of refreshments 
passing fancy 

eople with whom h 
pleasing prospect 
riot of color 
ripe old age 
sea of faces 
sigh of relief 
silence reigned supreme 
specimen of humanity 
sweat of his brow 
take by storm 
the proud possessor 
this broad land of ours 
vast multitude 


watery grave 
wee small hours 


e comes in contact 


s that everyone has 


s, and proverb 
he light fantastic?” 


‘Shall we trip t 


ut off till tomorrow . - - 
hile the sun shines. 
ld that glitters. 

nce is bliss -  - 


Never р 
Make hay w 
All is not £O 
Where ignora 
Music hath charms . . - 
It's a small world. 


out the italicized clichés. Use 
ply details. Make 


ntial plot, sup 


the Milk Bar, when, 25 luck 


spicuous by his 


ераѕі at 
had been сол: 


al ri 
for weeks 
he very fiber of 


air, shaken tot 
ess my dis- 


ith bated breath for him to go on. 
the fair maiden of whom I was such an 
he had dreamed of giving UP his state of 
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69 AFFECTATION 


single blessedness to unite with this sweet girl graduate in the holy bonds of 
matrimony. But Maribelle, always the center of attraction, as a matter 0) 
fact had given Albie only icy stares. ў 


lovely earring — could you?” 
“No sooner said than done. Think; in 
aues done. Thinking I'd ney ig. day agat 
I threw discretion to the winds, rushed ini the Ehe е us Ка а 4 eae 
bearing down upon me with breakneck speed ront o 


, picked up the earring, апа га 
to safely, PAAY shaken and scared to death, but none oe worse p wedr. 


ed in smiles, profi ing devotion 
, ered her undyin: , 
mic cina аата, But I froze her with a glance. "Maribelle ( 
sp 1 * a Б а! 
life is not worthy of the name у who values an earring more than а т 


es. 3 н ea the error of my ways,” Albie concluded, “and here I 
, > One who has /oved not wisely but too well. Ah, the irony 


of fate!” 


69 AFFECTATION 
69A  EUPHEMISMS, GENTEELISMS 

A euphemism is a mild or 
that may offend or suggest th 
substitute for a simple word, 


agreeable expression substituted for ОЛ 
© Unpleasant, A genteelism is a snobbI5 
sually the plain word is better. 


AFFECTED NATURAL 
limb leg Pi 3 ША, 
residence house edifice building 
arose got up blessed event birth 
attired dressed grim reaper death 
ablutions bath pass away die 
retired went to bed Sr or funeral 
expectorate spit 5 ast sad rites 

erspire sweat oral offerings flowers 
intoxicated drunk депда да body 
paying guest boarder ЧЫ, tician undertaker 
serviette napkin dus servant 
peruse read 


69B EDITORIAL WE 


Don't refer ш Mee unnecessarily, but when you do, use 7, 77; 
and me, not we © T. The use of we in an editorial СТЯ gives 
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arcon 70 


оош 

Opinio 

an in ieri. a board of editors is entirely proper, but as designating 
speaker or writer it is an affectation. 

„1 should 
I like to see all important trials televised. 
my 
for-eur-sermon 


Weh 
t av 3 
Oday, e chosen the subject “Which Road to Salvation?” 


69c 
JOURNA 
LESE 
In all writing, including 


Avoi 

id 

News Mi geris newspaper mannerisms. 

i в, short, simple action words are more effective than pomp- 
he deep"; 


Ous 
; > Inflate i А 
d epithets. In journalese fish are “denizens of t 
^ fights are “fistic encounters"; 


Irds 
are LII 
OBS are ‘our fine-feathered friends 
» 1 
Players am ines"; reporters are “knights of the реп”; footbal 
Chasers,» gridiron ladiators,” “might warriors,” or "pi skin 
rS. ghty Я pig 


PRA 
(e; 
TICE 9, Using Simple Language 


Tra 
Straj nslate the following affected language in 
ght E guag 
lw forward English. 
* With н 3 
rou phaned Loomis spearheading t e Senior hoopsters walked 
ss od over the quintet of freshie n the tune of 65-13. Shaw, 
5 Ga ne much-heralded twine d only two charity 
ТАТЕ 
ВЕ journalism class regrets the loss of à valued sta! 
no who has taken up residence in Phoenix, Arizona. . 
TE ed to Janice prior to her departure included two parties. 
3. Afi et, and favor us with a communication anon. 2 
ter the conflagration had been extinguished, we retired once more to 
tion, Mrs. Hooper, 


4. Ad downy couches. 
ired in a handsome black she: 
the mee presence. 


known clubwoman, graced 


to plain, simple, 


he attack th 
ovices to 
tickler, score 


ff member — Janice 
Courtesies ex- 
Au revoir, 


the well- 


ath crea 
ting with her 


JARGON 
b Avoid vague, roundabou nnecessarily technical language. In 
business and government offices such language 15 called “jargon” or 

gobbledygook.” Circum ‘on is another name for roundabout ex- 
pression: “the morning Me rons of husbandry” 
for farmers; “every person h" for every person 
he met. 
ein He was the recipient of 2 gold fountain реп. 

LAIN ENGLISH: We gave him а gold fountain реп. 

TING THE RIGHT WORD 


70 


al 
he came 1 
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71 uvas or USE 


JARGON: The appropriate authorities are proceeding with all possible expedi- 


i a 
tion to explore all the avenues whereby a decrease of expenditures m y 
ieved. ] 
ав. Production experts аге hurrying to cut costs. 
JARGON: The answer to the question is in the negative. 
PLAIN ENGLISH: No. 


PRACTICE 10. Using Plain English 


Point out the words or phrases which make jargon of the following 
sentences. Rewrite the sentences in plain 


English. 
1, A singular degree of unanimity prevailed. [the 
2. In the next election Mr. Jackson received an augmented percentage о 
votes. š sons: 
3. We had already consumed the unexpended portion of the day's ust 
4. The simple fact is that there has been a cessation of housebuilding op 


five years. ique 
5. Mr. Smythe was engaged with the objective in view of office techniq 
simplification, nt 
6. The present status of this product is that it is unobtainable at the momen» 
Ue to its not being yet released to the jobbers by the тапи става сеп 
7. We regret that the Tug delivered at your residence last Thursday has 
found to be defective. 
8. When departing from the Office, 


LEVELS ОЕ USE 
71A FORMAL OR COLLOQUIAL? 


Use the appropriate level of English use. 
makes clear that colloquial English is correct 
letters, and other informal speaking апа writi 


2 (015K; А 
тепсе or place oj 


а ition 
The following definitio 
in conversation, frien 
ng. 


an Eccl. = allicism. "a 
L.collogui.] To converse, icated ap. 
adj. [See corto, Д merly, ап 

col/ly.wer 
west), ai 
awry, or 

able and appropri: а 


in intimate speech a: 


ersational context, 
ters, in informal 


t- 
ur ntexts as | stomac 
mong cultivated people, in familiar let- 7 


о 
n speeches or writings, but not in feci] | Colmar 
written discourse (/labbergast 


| Alsace.] 

; 00 slow; harum-scarum). Co'lo- (i. 

Colloquial speech may be as correct as formal speech, olon, t^ 
Every educated person speaks his mother tongue iw at least two со) 
weed the difference between the dignified acd tht colloquial ca 
style is considerable. 2 С. L. Kittredge, со 
— col-lo’qui-al-ly, adv, — Col-lo’qui-al-ness, n. b Colo; 
collo'qui-ablism (iz’m), n, Colloquial style or quality; | co/lo-r 
а collennial expression; as, the colloquialism of the day.’ | соро Ыі 
* “Av rise to the rank of сооонун and thus | monkey 

ге forme! 3- кеа ^a-lo/bi- 


By permission, From Webster's New International 


Dictionary, Second Edition 
Copyright, 1934, 1939, 1945, 1950 
by G. & C, Merriam Со, 
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LEVELS OF USE 71 


ns are common, 
are shorter than In formal English. 
‚ » 


ы “youse,’ а 


In в 
used owe die English contractio 
"Had o loosely, and the sentences 
are tere er "ain't," “haint,” “kinder,” 
Ind), auto = or expressions. Fix (repair), shan't, back of (be- 
lovely anne phone, funny (strange, odd), lovely (very pleasing; as, а 
er), date (engagement), quite а few, and wire (telegram) are 


recon; 
ia, colloquialisms. 
ERATE: 
со Gon hadn’t oughta eat as much. Some d 
вор cams. : You shouldn't eat so much. Some day you'll break out at the 
MAL: A i 
his Eo ona who continually overeats will soon see the difference 1 


7 
P DIALECT 
void di 
toa ү ны — that is, words, pronun ul 
lalog fo n part of the country or group of people. Even im writing 
Curately г a short story, avoid dialect unless you can handle it 4С" 
- The speech of Huckleberry Finn, accurately reported by 


ark á 
Twain, is dialectal. 


; tn 
idow Douglas allowed she would sivilize те... 


er si, 

11 d a tolerable slim old maid - - + 2 
nted was to go somewheres:- - - I warnt particular. : , 
I couldn't stand it more n a minute 


ut I d 
dasn’t scratch. I reckone 


en 
ever I got uncommon tired I played hooky- 


ciations, and usages peculiar 


7 
S SLANG 
оп 
1.5 Ot use slang unless circumstances warrant. 
may ‘ny 408 expressions readily intelligible £o friends of уош О, ae 
SOciates be understood or approve older рор Ge sme bac 
«ощ ж will be considered rude о offensive 1 y 
ee you = talking about “big whee ee “ВМ 
b Slaa 
Speaking ne is faddy. It does not belong in 
A С and writing, or literary © ts you hope. “О.К. vi 
«q ent slang will date your writing Js sh dish," an 
Оо )h, yeah?" “а lot of boloney: 2 2 | 
duy Sl date stories written 2? rt time абау think ng; 
ull, ц ang is habit-forming. cople you me: if you say ОУ an 
Over unimaginative, stupid, 07,2 не СЙ допу, 
à Teamy э» “Oh, skip it,” “Ате you ea friends may become 
1поуед’ ог “simply divine.” Even 8 


boy + 
ч 


72 wonps OFTEN MisuseD 


blame on Colloquial for blame. 


i 2 
: do you always blame everything on me? 
ан ‘way do ets always blame me for everything? 


borrow, lend, loan A person in need borrows. 
lends. Loan is ordinarily a noun but may be 
ticularly in banking. 


A person who p 
used as a verb, P. 


Dad will never Zend it to 


him again. 
What rate of interest doe: 


? 
5 the First National Bank charge on loans? 


dividual 
both, each Both refers to two objects together; each, to an indivi 
object. 


Do both the Skirt a 


nd jacket cost $19.95? 
No. Each Piece с 


Osts $19.95. Both cost $39.90, 
“to 

. . ; 5 
bring, take, fetch Bring and take are Opposites. To bring = from 
convey toward the speaker,” To take means “to convey m ere 
the speaker," To fetch means “to Бо and get and then bring 


z ору. 
Take the new code book to Captain Weeks and bring back his olden 
I left the groceries in the car, Will you fetch them? 

Bring your projector, (You are going to visit the speaker.) 

Take your umbrella, (You are leaving the Speaker.) 


«T can't 
can’t help but c», help Wondering is generally preferred to “I c 
help but wonder,” 


; of 
В " "s violation 
RIGHT: The reason given for the arrest was the publisher’s vio 
Argentina’s Securi 


ity law, d had vio” 
RIGHT: The reason given for the arrest was that the publisher 
lated Argentina’s Security law, 


i ered 
" y К А consid 
contact Contact as а verh 15 used in business but is often 


с 
i » Thi f conta 
objectionable, as in “I contacted Mr, Tracey.” This use о 
is colloquial. 


its 
; meri 
ds ' iti nt out 
criticize To criticize, or review as a critic, means to poi 

as well as defects. 
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worps оғтем misused 72 


doubt t 
hat After doubt, that is preferred to but that or but what. 


I do i 
not doubt that the parking meters will be installed within a year. 


either Е 
› neither Preferably used only when the choice is between two 


persons or things. 
Either 
Ac E the two buses will take you to the city line. 
appy to own any of the three cars. 
enthuse б 
Colloquial for “таке enthusiastic" or “be enthusiastic." 


STAN К , be enthusiastic 
DARD: I don't see anything to-enthuse-about. 


fir: 
d Most writers prefer first. 
ae 
wing Not a preposition. Use after. 


After 


ing-the wedding a reception was held at the Iroquois Hotel. 


funn T 
Y Colloquial for strange or odd. 
ly for man and woman. 


Bentl ств. 
етап, lady Don't use these words ordinari 
men as well as men? 


In CC 
your state is jury service mandatory for wo 


Ben ў 
ts A vulgarism for gentlemen. 


P 
RACTICE 12. Using Words Correctly 
pression in each of the 


Select the correct or preferred word or ex 


followi : 
Owing sentences. Justify each choice. 
l. Athletics but I fear we are — to overemphasize —— (are 
A ommencing) (it, them) | 
2 we decided to get on 


is) (all ri А 268 
2. right, alright) (beginning, € 
Not caring еге we went as long as We went x dT г 
the next train and see where it would — US: DU. ae 
take) (all the farther, as far as) 
f the Vassar 


Went here) (bring; fe 
3. м2: Some place, somew. erm d e decision 0 
Neither Joan nor Flo is particularly gout. (enthused, en- 


—— to meet —, for they 
Я ү emiannually, 
ally, senuany at if Tom —— from 


thusiastic) (alumnae, alumni it help === 

"ir, ти І can (among, between) (but think, 

thinking) (borrowed, loan less) or, but I don't know — — 

| Hers oeh es сү. d me paper, whether) (any, either) 

z ver 
E үл {һе ү (ads, а г less if we hà ——— arguments. 
oubt —— 

1 fut that, that) (арегауа 
ып thought it was — 
о a — in Room 609. 


ould — 
tate) (fewer, less) | pim to — the 


when th 
(funny, strang 


72 wonps OFTEN MISUSED 


thematics, physics, economics Usually singular nouns. W 
= сойо uial for very or extremely: “Pm mighty gla 
m 22 БОЛО overwork the word, 


most Colloquial or dialectal for almost, 


almost 
STANDARD: Captain Kennedy has been est everywhere. 
movies Colloquial for motion pictures, 


nohow Dialectal for not at all, 
nowhere near Colloquial for not nearly. 
not nearly 


ready, 


БУ 
" » «6 ша o^ 
of “Could of," “may of,” “might of," “must of, s of could 
“would of,” and “ought to of” are illiterate corruption 


ай! 
- have, 
have, may have, might have, must have, should have, would 

ought to have, 


STANDARD: I'm 


have 
At least Bill could-ef telephoned, for 
| ialectal 
off of, of Off of is uncultivated for off, Off of and off are dia 
from. 


An unidentified man fell off-ef the Subway platform. 


from 
We bought the Motorcycle-off-of Paul's brother. 
oral, verbal Org] а р 


“her 
: s eith 
plies to spoken Words; verbal, to word 
Spoken or written, 


2 
in college’ 
Ё 2 in col 
What is the correlation between verbal aptitude and success 
Is an oral contract binding? 


over with Colloquial for over. 


is 


Say “The party is over.” 
Y, except in le 


le 
о 
gal language, means pes ренот 
“dinner party,” “Republican party.” The use of party 


person 
You all know th 


€-party-I mean, 
passed, past The verb jg passed. 
ed ее | 
we past Martha On the street but she didn’t speak to us. 
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WORDS OFTEN MISUSED 72 


Patroniz 
е Colloquial for trade with. 


Wh 

y don't 

Don't patronize жы m our local merchants? 
. I'm as good as you are. 


per p 
refi 
erably used only with Latin words. 


You 
are al 
ou are ioe seven dollars a day for expenses. 
Practica] seven dollars per diem for expenses. 
“ > practi 
челон useful or ractical, the opposite of theoretica 
or si serviceable i ife”; j 
kable” or “feasible.” Je in actual life”; practicable 
production will begin in May. 
family. 
” ог “positively”: “quite 
» «quite agree with." 
“rather”: 


1, means 
means 


If te 
sts 
Mother is T the new plane practicable, 
only practical person in our 


quite 
Preci 

1 " 
correct” used, quite means “completely 
Loosely dn quite alone," “quite mistaken, 
Quite sick colloquially used, the word means “yery” OF ' 
Quite a, q ‚” "quite tired." 
> quit А о 
few,» pee quite some Colloquial in expres 

ite the boy," “quite som? time." 


sions like “quite a 


PR 
ACT 
ICE : 
13. Using Words Correctly 
ach of the 


Sel 
fons. Cet t 
llowing E correct or preferred word or 
l. Mr я tences. Justify each choice. 
. Sti Е 
tha, stimson’s remark that nobod could semis anything and 
I'd never — Newton. (implied, ferred) (learn, teach) (graduate, 


expression in e 


Bra 
Sig 
3, Pond, pee the baby faithfully, wouldn't — 
Yoko SO Ж чы E. (have, of) im» into) — з йе 
S candidat ction no ОП А 
анов Бу а ы) ЖҮГҮ t pie, likely) (majority 
cticable, DEEP? ) in anything (kind 


Pluraj; 
4. ralit: Ari 

That ЧУ) (majority, plurality) (pra 
s, Of kind ~ perio malega inge- ХОР can 

en Mis? БЕДИ 95 4 (learn, teach) 
2208 ШЫ tel oh ma ie Sey a 
(ex ather now. ГЇЇ be ~ lad to get it — 7 Lese os, ДА) 
т. M tremely, mighty) (over, over with) e 

y comment L—— that fifty dollars —— week was — enough com- 

pensation for my services. (i E inferred) (а, pen (not nearly, no- 


implied 
where near) d 


_— time that га never buy anything — - 
with) (à long; quite some) 


8. 
оч ыз ГЫЧ ыо 
im again. (party person) patronized, traded 
(тошок) 
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72 worps OFTEN MisusED 


А settle) 
9. What city are you — to — ——? (apt, liable, likely) (locate, 
i at city P 
(at, in) s , ired and I know both are 
i tics or physics —— required an ass) 
x: Mcd but I think Tm (are, is) (kind of, rather) (get Бу 7 night. 
1 Se Jean on her way to another —— She goes e 
M (eased past) (motion picture, movie) (almost, most) 


AS 
1 Ў of view 
12. —— me present my side in writing rather than in —— exchange 
: (Leave, Let) (an oral, a verbal) 


3. Mrs. Case — always orders us —— 
| across. (almost, most) (off, off of) (I 


14. —— us try to find out whether Mr, 
— the bridge. (Leay 


t 
us CU 
her lawn, but Mr. Case —— à 
eaves, lets) я саре 
Barton fell — the river or leap 
e, Let) (in, into) (off, off of) 


like “2 
а : ions 

real Loose and uncultivated for very or really in expressio 

real good time," “write real soon.” 

receipt, recipe Recipe is 


fa 
$ se 0 
gradually displacing receipt in the sen 

“set of directions for 


Preparing something to eat.” 


Let's try this recipe for shrimp creole, 


reckon Means « 


ialectal і" 
compute” or “calculate,” Colloquial or dia 
the sense of think, suppose. 


right A localism for extremely: “Pm right glad to see you. m 
same Crude and stilted When used instead of a personal pron 


it 
Please fill out the enclosed card апа mail 


-same-today. m as 
infinit! 
say Should not be used to mean “give orders,” with an in 
object. 
ordered 
Captain Hancock-said-for 


US to report at 8:30 A.M. 
Captain Hancock said that we should report at 8:30 A.M. 


Illiterate, 
ever 
seldom 


rud ver loses his temper. 
ever los IS te р 
Father 


Say very seldom or hardly ever. 
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oquial ‚ 
for a theatrical, television, ОТ radio performance 


Show u 
р А 
Colloquial for arrive. 
zed. Typical of shop talk. 


Size 
Co i 
lloquial for the adjective si 


Shoul 
dlo 

rder a small- or medium-sized glove? 
ssions like “That was 


som 
е С 

olloqui 
s quial f j А 
> party.” or somewhat. Slang in expre 

he victi 

lctim's c ыа 
o ; " 
start 5 ndition is somewhat improved. 
ey or 


Tac H H 
e int, as on a journ 


ugges i 
gests setting out from a particular po 


The 
Opening ni 
three ү: night performance begins at 8:15 Р.М. 
n July 15 s kittens began to сгу. 
shall start toward Mackinac Island for our vaca 


State tion. 
detail." 


»Say S, 
tate means “set down in 
se clearly- 


Mr. 
~ 
urley stated the facts in the c? 
No one са; say 
n-state- what will happen within a year 


Stop 
С = 
A olloquial for stay. 
sta 
ed overnight at the Plaza Hotel. 


Sur 
е Slang fo . 
r certainly or indeed. 


m tainly 

Sure А 

than, th surprised to see you here. 

> then 3 

о Than, а i i i m arative Черте) 
: c ter the СО ЖЕ) 

Or m adjective опг шо = used b eat that tim 

next” or adverb. Then, an adver? 


I 


Mo 
Te m 
а . 
Ourt кше was used in the construction of | 
than ilding than in any other structure 1D 
After 7 
wi 


Nparati 
Ive deg ee) than 1s 


an 
the telephone rang.’ 
when de baby set up ® howl- 


th 


Sca 
Ice] 

y had Mother sat dow? 
eee called pack to ? 


Har 
dh ; 
y ten minutes had gone РУ 
bod be that 


tha 
t 
Соол 
loquial аз an adverb: “How ca И WORD 
HT 


73 moms 


in search of; to search for 

keep off the grass 

need of food 

oblivious of 

part from a person; part from or with a thing 

stay at home; stayed in Chicago a month 

superior fo our team 

sure fo, not “sure and” 

take the ball from his young brother, not “off of” 

wait on or upon a customer; wait for a person or thing 


PRACTICE 15. Using Correct Idioms 


Use correctly in good sentences twelve of the preceding expressions: 


PRACTICE 16. Improving Word Choice 


In the following letter substitute for each misused word or expressio? 


the correct or preferred word or e: А 
Xpression. p you 
find? р n. How many errors can У 


Dear Homer, 


Es ES авола School I feel kind of disinterested in things- I 
каше айа ЕШ Е art making so much per week, but reading the help- 
oah КОА Г farther I’ve gone. They have learned me а lesso™ 
eS ibm in Ud something beside girls in school. 

ways. Firstly, a part ing Money, as I see it there are no less then four 
one can marry ae quete same, but I'm not liable to do that. The? 
eather Deu ns У, but that sort of a marriage seldom ever works out. 

g then be told continuously that I wouldn't be anywheres 


a for th 
ese, p о bounty I was living off of. The idea is all togethe! 
Тойба, you дег [d infer that marriage is not a highly credible inst 
but I don't want to th Tic third way, stealing money, some think alright 
go that far, and I don't doubt but that I'd be caught ап 


spend the balance of my life in jail. 
these methods is practical. Im 


You can't help but а, > 
gree that neither of 
t о: 
ges ATE Spout the fourth way, but I guess ГІ have to try to earn 
Prospect aggravates me, since you know as I’m agains 
me money off you. 


working on principal. Maybe I can loan so 
ory about Gus. He's some character al- 


Leave me tell you the latest sti 
ew car," I said to him. “Yes,” he Suc 


right. “I see where you have a n 
“The reason i : 

n is because I went in Godwin's garage for a gasoline can, an 

ut buying something." 


don't like to go anywheres witho 
Be i 
sure and Write more often. It's been quite some time — most a month 


— since I've heard from you. 


Sincerely, 


Eddy 
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TEST 10А (Mastery). Correct Word 
ion to fill each blank, 


Select the correct or preferred word or express! С 
and write it on your paper after the number of the sentence. (Right 
— Wrong = Score) 


Laziness is responsible for a great —— spelling errors. (deal of, many) 
Many guests of the President —— at Blair House. (stay, stop) 
. The trouble with Louise is that she’s —— in sports. (disinterested, un- 


interested) 

- Our guide divided his catch —— the three of us. (among, between) 

‚ Ella is the — girl nobody would whistle at. (kind of, kind of a) 

: Shumlin's store was broken into again? (that, where) 

. No one likes to — favors from people he distrusts. (accept, except) 
by radiation poisoning. (affected, 


оюн 


очоко d 
Z 
a 
< 
© 
= 
= 
e 
5 
a 


effected) 
С Ed leaped —— the well to rescue the kitten. (in, into) 
. When Harvey Cheyne was picked up by the fishing schooner, 
11 manded the fishermen to —— him home. (bring, take) 
12. — me see that scarf you're wearing. (Leave, Let) 
. The cashier —— us how to recognize à counterfeit bill. (learned, taught) 
13. There were —— than а hundre dents at the atomic energy lecture. 


he com- 


d stu 
(principal, 


(fewer, less) n 

14. The — of Central High will speak on teacher training. 
principle) 

15. Why don't you cut down on the — of meals you eat а day? (amount, 
number } 

16. During m summer We bought our butter —— 2 family down the road. 
(from. i 

a Eee on ae ends I —— always БО to bed at ten o clock. (most, al- 
most) 

18. Ha E *s invitation? (accepted, excepted) 

19. Рог урып sf the evening we watched television programs. (balance, 

(bring, take) 


Test) 
20. When you go оп your trip be sure to — plenty of film. 


. Correct Word 


TEST 10B (Mastery) 
; Y ession to fill each blank, 


Select rrect ог referred word or expt a) 
and write wy aper after the number ОЁ the sentence. Rig 
— Wrong = Score) ' 

iye gift? (accept, except я 
ж n neos $i sud Dove made —— mistakes. 


2. If you had read the 


(fewer, less) 
3. I read — Maggie Jones м: 


4. If a candidate needs only 2—— 
(majority, plurality) 


i Beta Карра: (that, where) 
deer ais d p run-off election. 


to win, We won't need à 
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didn’t > n 
i тенче my vacation I read a great — — mystery stories. (deal of, ate 
. Doris could see herself standing before a class, — the pupils som 


+ The — grievance of the 


- We are — to have a clear d ) is shop: 
+ The repairman came but said he'd have to — the radio to his 


74 vocabULARY quizzes 


i i t of a) 
— is not my idea of entertainment, (sort of, sort of a 5 
The jury "rid ! the courtroom апа we waited breathlessly. (in, into) 


If I did not suspect trickery, I should — the offer. (accept, except) 


How will this stalemate — the morale of the troops? (affect, effect) 


: : ke) 
Jacob gave Joseph food to — to the workers in the field. (bring, ta 
Г Edwin has 


Р 1 
passed his physical examination for the Air Force. (à 
ready, already) 


my family know anything about the letter. (leave, let) 


useful. (learning, teaching) 


- I borrowed ski equipment — ту cousin. (from, off of) 


between) 


:dent of 
Students was the refusal of the presiden 


spe à ; Ч incipal, 
the Student Association to recognize their representatives. (princip: 


principle) 
ау tomorrow. (liable, likely) 
(bring, take) 


19. —— all Ogden Nash's poetry is humorous. (Almost, Most) nt, 

20. Did World War П increase the 7 of people mentally Ш? (аточ 
number) 

74 VOCABULARY QUIZZES 

QUIZ — Context Clues 


issue of the Saturday Eyeniy 
help you understand а Word. 
after you have taken the quiz, 


1. 
2 
3 
4. 
5 
6 
ү: 


8. 


9, 


; < ne 
Tell the meaning of the italicized Words in these sentences from 0 


F to 
g Fost. Look for clues in the conti i 
It’s not fair to use the dictionary 


“al T may spring a leak in transit, been 
Most military men arc relatively inarticulate, but Collins has never 
at a loss for Words, 


р сег the efficacy of the plan, which had already resulte 
in the wiping out of 


two companies, 
In some of the two thousand 


cases groups of oil producers brought suit 
against Colonel Roberts, but i р r 
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10. He gi 
gives people months t i i 
never duis anybody: s to pay something on account and practically 


QUIZ — Wordbuilding 
ccur in dozens of words. 


Ir E Latin and Greek prefixes and roots o 
ing of єз Lu circum means “around” you have a clue to the mean- 
1 ircumference, circumnavi, i Bram E 
cM T mavigate, circumlocution, circumscribe, and 
дыны your knowledge of prefixes and roots by completing these 
ions. Fill the blank with the meaning of the italicized prefix or 


13. microcosm 
14, misanthrope 
15. omniscient 
16. peripatetic 
17. polygamous 
18. posthumous 
19, retrogress = move —— · 
20. superannuated = — aged 


a hatred of —— 
knowing —— 


Toot, 

1. Anglophile = —— of England 

2. antedate = come —— 

3. antipathy = feeling —— 

4. autonomy = —— government 

5. bureaucracy = —— by bureaus 

6. chronometer = —— piece 

7. circumlocution = speaking —— 

8. claustrophobia = —— of being closed in 
9. hypercritical = —— critical 
10. interpolate = insert —— 
11. intrastate = —— а state 
12. introspection = looking —— oneself 

= — world 


\ 

Б. 
o =. 
ac dà 
| 

< 

g 


\ 


| 


QUIZ — Can You Count? M 
A i k numbers helps too. ill in the 
dur а Fs self an extra point for 


blanks with numbers from 1 to 10. Give your 
d using the same italicized root. 


- In music an осїау 
- A trident is a spear wit! 5. 
- A line of pentameter verse has —— 

. December was month number — 
. A monotone continues ОЛ —— pit 
. An order made out in quadruplicate ha 
- A heptagon has —— sides. 

A decade comprises — years. 
„А hexagon is a —— sided figure. 
. A bilingual person speaks —— languages. 
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SYMIDAAWNHE 


m 


ТА vocaBuLaRY quizzes 


QUIZ — Are You at a Loss for Words? 


h 
Can you think of the word you want when you want it? For o 
word in the following list think of a word beginning with the lette 


E 3 re 
that is opposite in meaning. Give yourself four minutes. If you sco 
twenty-two or more, words will rarely fail you. 


EXAMPLES 
sane — mad extreme — mean clear — muddy 

1. conceited 8. servant 15. correction 22. unsystemati? 
2. minor 9. spiritual 16. good will 23. spender 
3. good luck 10. minimum 17. forgetfulness 24. evening 
4. optional П. insignificant 18, truthful 25. feminine, — 
5. few 12. happy 19. sad 26. compassio” 
6, стое 13. discordant 20, undeserved 27. impolite 
7. civilian 14. find 21. disobey 28. ample 
QUIZ — Foreign Imports 

The italicized words and ош 


phrases have entered our language tence 
9% many do you know? Complete each sen 


з аѕ 
ect choice. Look up the pronunciation as well 
word or phra 


foreign countries, H 
by selecting the corr 
the meaning of each 


2. The béte noire of 


3. If you associate wi 


i ahead 
o is (1) go back (2) forge rce- 
ments. Y @) make a detour (5) bring in reinfo 
5. You will commit А f ith 

you (2) leave a аар as if you (1) ask your mother-in-law to live W 


7 У Without thank; a chee 
(4) arrive at the theater without КУ an, {он hostess o forge 
6. A fait accompli is (1) Yet to be qo S (5) miss a train. d to 


i n 3) boun 
happen (4) perfected through ne (2) impossible to do ( 
i А Practice (5) al k 
T. A үш oid (1) catches rie On easily frightened 
E best thing to ч) stay S calm and collected (5) has something to hic de 
8. еш (О) ca id @ lige ed lors d'oeuvres is (1) admire them (2) ™ 
: : em (5) si 
© coment an opera log, Prima doma i (est market O) г 
а South i ion (5) а д 
m E pub Yoce (1) Tan DURS longue y 
11. n peo get something gratis Qj ) mumbles (5) speaks in an undertone 
(3) see a doctor (4) ask some, Say “Thank you” (2) consider the 50 


"6 to help you carry it (5) take it back- 
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12. 
13. 
14. 


155 
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iori Js in one thing 
A person with a forte (1) has an inferiority compia o T ar TD 
(3) is secure from attack (4) talks too loudly (5) as а come canned dert 
If someone orders “Presto” you should (1) proc Sod (5) go fast 
(2) pour in more antifreeze (3) run for shelter [ua (лса (5) not 
A gauche person is (1) athletic (2) cowboy-like ( Ё 
] ing (2) prepar! 
i n ШО ЕЕ a téte-à-téte you probably are @) к, а 5 Б 
for a date (3) listening to an orchestra (4) exchanging 
a haircut. 


SELECT! 


14 BUILDING PLEASING, 
FORCEFUL SENTENCES 


The Muse has always s 
perverse and unreasona 


75 VARIED SENTENCES 
75A SENTENCE VARIETY 


Vary the length апа ty 
kind of sentence, 
effect. 


е best 


H on 
pe of sentence you use. There is no lar 


: : 5 ticu 
Each kind helps the writer to achieve a р 
75B SHORT SENTENCE 


when 
understand than long ones, айй ee 
Б Ones, add vigor, The short s 


75C LONG SENTENCE 


and 
In a long sentence a Speaker or writer can express accurately 
fully a complicated idea with Its details and qualifications. 

n hardi 
veness; 
d, wh 


And thus the tactful person ca 


husi- 
asm implies a certain combati 


у be enthusiastic, because ent а! 
but he must be able to app onize 
Puede вО ТЕО QN Abhay more, to interpret and harmo! jp- 
enthusiasm in such a way as to Make it seem natural and agreea SON 
BtcauoRappearingrasiborten does, Superior and fanatical. — A. C. BE 


PRACTICE 1. Improving Primer Style 


Improve the style of the fol 


ining short 
З lowing Passage by combining 
sentences into longer, unifieq sentences. 
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My favorite room was the library. It was at the back of the house. The 
neled in pine. The boards had beenstained 
he floor. All the 


се was worn and comfortable. There was а red leather sofa. It faced 
place ee ‘A rough wooden bench stood between the sofa an 
often it t was long and narrow. It was intended for a co 
They h mee as a footrest. At the ends of the 50 
ns и zi a dull cherry finish. On each end table was a lamp. 
ea then e the lamps himself. The base of each lamp was a sand-colored 
side of dti rejug. The shades were covered with tan monk's cloth. On either 
ceili the fireplace were bookcases. They stretched from the floor to the 

ing. The shelves were crammed with books. All my favorites were there. 


75D LOOSE SENTENCE 


y be either loose or periodic. A 
t one or more 


ur sentences ma loose sentence 
tH es complete sense if brought to a close а points before 
пе end. 


assamaquoddy Indians are left || of the 


Only the Penobscot and the Р: 
more than twenty tribes that once inhabited Maine. 


75E PERIODIC SENTENCE 
A periodic sentence makes complete sense only at the end. 


Of the more than twenty tr 
scot and the Passamaquod 


jibes that once inhabited Maine only the Penob- 


dy Indians are left. 


The loose sentence is simpler, clearer, and more natural than the 
periodic; but the periodic sentence keeps the hearer in suspense until 
the last word is reached. Because it holds the attention, impresses the 
point, and varies the usual subject-verb order, it should be used fre- 


quently for effect. 
riodic Sentences 


PRACTICE 2. Using Loos? and Pe 
jodic sentence and 


Turn each loose sentence into a per! 
sentence into a loose sentence. 
residency of Harvard Uni- 


1..3£ Ji а not acce ted the p! ] 
ames Bryant Conant hee a керешз ue fhe Nobel Prize. (Put ite 


each periodic 


name i t clause.) d : 
2. In 1933 he. RUE distinguished head of Ше с Department when 
he d „third president. / Р 

2 Mii peel ch p for his brilliant research in organic chem- 

s i d scientific abilit 

4. Lo uated from high school he showed 5 у. 
5. In Mewes o "X the Conant home outside Boston, Jim analyzed his 
mother's favorite household preparations. 


cognition 
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75 улкЕр SENTENCES 


he was 
her that 5 di- 
P t became annoyed when her young son told г are 
is Балл эе ера prices for preparations made from very simple ing 
i ; ry are nO 
7 Though years of bending over test tubes in a chemistry laboratory 


t 
х 1 d ably 
the usual training for a university president, Dr. Conant has fitte 


2 В is 
into his new role. р + tants) 

8. He avoids seeming harried even when his Schedule of appointm 
most pressing. 


75F BALANCED SENTENCE 


A balanced sentence has two parts that are similar in form. 
What sculpture is to a block of 
ADDISON t genera 
A politician thinks of the next election; a statesman, of the nex 
tion. — J. F. CLARKE 


It matters more what’s ina 
COLBERT 


H 
— JOSEP! 
marble education is to the soul. 


ТЕ. Aubert 
woman's face than what's on it. — CL 


75G QUESTION, EXCLAMATION, COMMAND 


Use an Occasional question, exclamation, or command. 
variety and life to your writing. “Do you believe it?" is live 
“Tt is hard to believe,” 


E T 
“How thoughtful of her!" is stronge 
“That was thoughtful of her.” 


to add 
er tha? 
than 


H h- 
. r nei£ 
Your own troubles and a little less at you 
bor's. tion! — 
What a delicate and т gracious art is the art of conversa! 
CHRISTOPHER MORLEY 


75H SUBJECT NOT FIRST 


le sentence Бей 
both subject-first and subject- 


sentences.) o 
HRASE: Wij 5 ет 

PREPOSITIONAL PHRASE: With used-up smiles their friends waited for th 

go. — ELIZABETH BOWEN р 7 
ADVERB CLAUSE: When 1 “Peak my natiye tongue in its utmost purity in ENS" 

an Englishman ca Unders: nd me at all. — MARK TWAIN pe 
BANDE EAS: Hating tu] ng in the way of ill.natured gossiP 

selves, we are always Bratefu] to those who do it for us. SARL 
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IN . B ] 
я PHRASE: To have a friend, be a friend. 
TE ADJECTIVE AND VERB: Better is half a loaf than no bread. — JOHN 


HEYWOOD 
NOUN 
CLAUSE AS OBJECT OF VERB: How I managed 10 pass that examination 


ГЇЇ never know. 


Р : 
RACTICE 3. Placing Something before the Subject 


M pes each sentence, by placing a word or words before the com- 
| e subject. Then tefl what grammatical element or elements you 
placed before the subject. 


1. i 
The Bermuda Islands are in the Atlantic Ocean about sevi 
А miles from New York. 

" [е islands, lying close together in a crescent-shaped formation, cover 
3 E out nineteen square miles. 
zi ey were discovered by Juan Bermudez, whose name they bear, in 1515. 

- Nine ships bound for Virginia sailed from Plymouth, England, approxi- 

mately one hundred years later. 
terrible storm came up. 


d there for ten months. 
enthusiastic that perma- 


en hundred 


мол 
У 
Е 
о 
< 
6 
2 
D 
та 
[c] 
S 
E 
E 
5 
a 
5 
oR 
z 
w 
о 
S 
B 
Е 
& 
B 
rz 
È 
Ф 


8. Most of the buildings in Bermuda аге по 

9 the first settlers used ce i 
10. Every house must be whitewashed once а year. 2 
n Winding coral roads, built by convicts long ago, run through the islands. 
‚ Sailors brought shrubs, trees, and йо ts from all over the world 


12 to beautify their homes. К 
13. The large fields of Easter lilies are justly famous. 

3. Colorful and beautiful fish abound in the waters around Bermuda. 
14. The islands are a popular winter resort in peace times, since the climate 


is pleasant and healthful. 


751 COMPLEX SENTENCE 
rworking and, but, and so. 


By writing complex sentences avoid ove! 
д д ms È 1 41 
line outside Radio City Music Hall, so Jim an 
3 lo itle Carnegie instead, and we saw an excellent 


line outside Radio City Music Hall, Jim 
e Carnegie instead, where we saw an ex- 


CHILDIsSH: There wa 
decided to go to th 
British movie. 

GRown-up: Since there wa 
and I decided to go tO 
cellent British movie. 


s a long 
the Littl 


PRACTICE 4. Writing Complex Sentences 
By subordinating 00° of the ideas change each 

or group of sentences into а complex sentence. 
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compound sentence 
Whenever possible, 


BUILDING PLEASING, FORCEF 


7 5 VARIED SENTENCES 


ӘР , 7 Select 
lace an adverb clause before the principal clause it modifies. ei 
етае that show exactly how clauses аге related in thoug 


> оште 
1. Drive along the main highways from New England to peri e reen 
` bound to see the distinctive white cupola, orange roof, an 

shutters of many a Howard Johnson restaurant. —— rants 
2. Howard Johnson conceived his idea for a chain of roadside and dos 5 

in 1935. Before that he had had fifteen years of financial ups of Quincy» 

as manager of a neighborhood store in the Wollaston section ME 

Massachusetts, a dozen summer ice cream stands around Boston, 

restaurant in the shopping district of Quincy, 


н г shop. 
3. His principal business was the Wollaston' soda End пезера а ice 
There, behind a partition, he began to manufacture his now fà 
cream. 


4. It took several years for him to k broug” 
basis, but in the early months of its Operation a stroke of luc 


customers in by the droves, 


А п, 50 the 
5. Eugene O'Neill's Strange Interlude had been banned in Boston, 
management put it on at the Quincy Theater. 


‹ ter- 
„a-half in 
6. It was an extremely long play, so there was an hour-and-a-h 
mission for dinner. 


ds 
crow 
7. During the run of the Play Howard Johnson's restaurant served n 
Of theatergoers. The 


5 ice creat 
У Were especially enthusiastic about the ic 
and helped to spread its fame, ; uickly 9° 
8. Then Strange Interlude ended its engagement, and business q 
clined, 


10. Most of the restaura: 


75J APPOSITIVES 
Use appositives to save words and improve sentence structure. hteen- 

WEAK: Herman Melville Went to sea as a cabin boy at the age of eig 
He is the author of Moby Dick 

BETTER: Herman Melville, the 
boy at the age of eighteen. 


bin 
aca 
author of Moby Dick, went to sea as 


PRACTICE 5. Using Appositives 


In each of the follow; 


ituting 2° 
ng, combine the sentences by substitu 
appositive for one of them 


i lied 
1. On a blustery Morning in March, 1873, a lanky young farm boy арр er- 
jouyoresAugsouyaddm ges атре. Was a dry-goods store in 
town, New York. 
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p" 


10. 


75 
K COMPOUND PREDICATES 


com М 
pound sentences with а! 


PRACTICE 6. Using Compe 


. His entire fortune amounted to fifty dollars. 


. Finally they decided to give him a 


. After three months 
. Thus Е. W. Woolworth made his de 
. In 1879 Woolworth decided to go in 
- His next venture was a store 


- Though there is no longer 


sentences 75 
He had accumulated this 


VARIED 


sum by doing odd jobs in his spare time. 
that they should hire a green- 


* Dorint Mr. Augsbury and Mr. Moore 
was no easy job. They were both hard-headed businessmen. 
trial, with the understanding that he 


wa - 

wan ta НЕШ pay for three months and do all the mean jobs. 

packages. shing the windows, sweeping the floors, and delivering 
e salary. He would 


he was to receive an impressiv 


then be paid $3.50 a week. 
but into the business world. Wool- 
sly successful five-and-ten-cent store. 


to business for himself, but his first 


It was a tiny shop in Utica, 
lvania. It was the first 


worth was the founder of the fabulou 


store was a financial failure. 
in Lancaster, Pennsy 


for the one-time farm boy. 
f goods sold 


of a long series of successes 
the price o 
ble for their 


at Wool А a ten-cent ceiling on 
EM worth's, the stores have retained the features responsi 
Whil Sw They still offer wide variety and prices are low. 
fih e V oolworth at the age of sixty was living 1n Europe for 
Tt urried home to put through an undertaking that meant much to him. 
was the erection in New York of the tallest skyscraper in the world at 


that time. 


predicates, avoid the overuse of 
he, and she, and and they. 


ther’s shop and-he-learned 


ith compound 
ıd I, and wes and 


ok his place in his fa 
jous metals. 


By building sentences wi 


At thirteen Paul Revere to 
the art of working in preciou 


und Predicates 


rning each one into a simple sentence 


Improve these sentences by tu 


wi T 
ith a compound predicate. 
or it can be used on 


iE 
=2. 
3. 


- Chris grabbed a han 
tled down to study 5 С 
. For a moment Don an on the diving boar 
into the water. 


. Sailing a boat is & 


тше hammock сап be slung between two trees, 
e ground as a tent. 
couch, and in less t fast 


Debbie flopped down o? the 

asleep. 

A starfish will wrap its arms abou and the 
m the pantry, he turn 


valves open with its eet. t 
dful of cookies fro! ў 

for his chemistry quiz. x 

d, and then with 


han a minute she was 


n it will force the 


tan oyster, 
ed on the 


radio, and then he set 
wrestled 


d : 
Du put it require h degree of skill. 


FORCE 


s a hig 


a great splash they t 
reat fun, 
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76 VIVID SENTENCES 
75L MORE PARTICIPLES 


In revision substitute participial phrases for some clauses. 


CHILDISH: Rodeo is a Spanish word. It mean 


5 “roundup.” 
GROWN-UP: Rodeo is a Spanish word meanin 


g “roundup.” 
PRACTICE 7 Using Participles 


Improve these sentences by substitutin 


у> {һе 
8 participles for some of 
verbs in principal or subordinate clauses, 


їп 
1. Over ninety lighthouses guard the New England coast. They warn fishing 
fleets of storms. 


:^nal 
2. The oldest amateur Sporting organization in this country is the Nation 
Archery Association, It was founded in 1879, ollec- 
3. The young daughter of a General Electric Company scientist has а с 
tion of snowflake forms, 


rent 
ERR They are encased within shells of a transpa 
plastic resin which is called Formvar, 


о. 

4. The viola is a larger violin, It fills the tonal gap between violin and a 

5. Drummond was seeking suitable timber, and he had skirted the n 
bank all the way down, 

6. Stuart crossed one 


nce 
leg over the other. He affected an air of nonchala 

Mr. Phillips a slight frown of impatience. се to his 
stake into the ground; then he attempted to rise 


and presented to 
7. Ernest drove the 
feet. 


ican 
8. A ransom of three thousand dollars was demanded for each Amer! 
sailor who was captured by the Algerian pirates, 


75M ADJECTIVE AFTER NOUN 


Occasionally place adjectives after the nouns modified. 


And still she slept an azure-lidded sleep, 
In blanchéd linen, smooth and lavendered, 


— JOHN KEATS 
In the doorway stood Miss Pratt, stiff and unsmiling. 


76 VIVID SENTENCES 
76A FIGURES OF SPEECH 


te. 
Use figures of speech to make your writing colorful and concre 


-6 a 013» 
Frequently used figures of Speech are simile, metaphor, personificat!o 
metonymy, hyperbole, and irony. 


76B SIMILE 


i E ‚ ex- 
A simile is a comparison of two unlike objects with ike or as 


a 
Pressed. To Edna St. Vincent Millay a blossoming pear tree а 
squalid yard looked “like the Wasteman’s little daughter in her 
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communion dress.” Tim i “ae A 

ir “li à in Alfred N The Highw: » 

hair “like mouldy hay.” тей Noyes’ “The Highwayman had 

= non similes — “hard as a rock” and “fresh as a daisy,” for example 

stale. Hunt e “т о much. They have become clichés, worn out and 
ог Тез ; c orn OU 

for the reader. resh, original comparisons that paint à vivid picture 


76C METAPHOR 


* metaphor is also a comparison, 
verdes two unlike objects are compared 
an i ues When Jean Sturtevant says, 
EE ТА new stars,” she is speaking of the moon as i 
Be cont en. Carl Sandburg used à metaphor in his descrip 

ing "on little cat feet" and sitting “on silent haunches.’ 


but like and as are not usi 
by speaking of one as 1 


“The setting moo 
ги were а 


tion of the 


76D PERSONIFICATION 

TE ersonification gives to lifeless objects OF qualities some of the attri- 

бсан, of human beings. In everyday conversation people use personi- 

ake when they speak of the wind whistling, а motor coughing, 4 

T ettle singing. To Enid Bagnold autumn is “red-haired”; to Sara 
easdale the street lamps on à cold day have “wrapped shawls of fog 


around themselves.” 


76E METONYMY 
Metonymy isa figure of speech e word is put for another 
which it Aree eagle ead (your intelligence); 
^s works). When Mark Antony asks 


a has studied Chaucer (Chaucer fa en 
is audience to lend him their ears, he g for their atten ion. 


76F HYPERBOLE 
ation OF oversta 


A Hyperbole is а deliberate exagger 
fter Duncan's mur er, Macbeth says ©) 
will “the multitudinous seas incarnadine — a strong 
emphasizes Macbeth’s feeling of guilt. 
fully; an overstatement like “I simply adore hot ш 
wish I were dead” is а mark 
not of the forceful writer- 
76G IRONY 

ing. di hat you actually say — 

Trony is i i omething different fom i 

for юре ч a nice little surprise waiting for us when we got 
to English class — à half-hour quiZ- 
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77 Forcerut SENTENCES 


PRACTICE 8. Using Original Language 


Choose eight of the following trite similes 


into à 
and develop each into 4 
Striking, original comparison, 


EXAMPLE fo 
Her conversation goes on and on — background music for everything 
she does. 
hungry as a bear playful as a kitten 
proud as a peacock fresh as a daisy 
happy as a lark Cool as a cucumber 
as old as the hills sly as a fox 
black as the ace of spades quick as lightning 
slow as molasses in January as easy as falling ofr a log 
nervous as a cat as snug as a bug in a rug 
shaking like a leaf soft as silk 
busy as a bee 


red as a beet 


77 FORCEFUL SENTENCES 

77A BEGINNING THE SENTENCE t the 
Begin a sentence With important Words. Placing key words à 

beginning of a Sentence 


t wor \ e an 
Connects it with the preceding sentenc 
challenges the Teader’s interest. 


77B ENDING THE SENTENCE 


" ea 
End the sentence with an emphatic word or phrase. Like a be 
good sentence should Carry 


the Sting in the tail. 
WEAK: Easy Street is Smooth] 


: Y Paved, but it doesn’t go anywhere. 
FORCEFUL: Easy Street is Smoothly paved, but it is a blind alley. 


77C SANDWICHING моме 


Acquire the habit of sandwiching parenthetic expressions and thetic 
fiers between the key words in your sentences, By placing aaa ет“ 
expressions in the middle of Your sentences you will reserve шашу 
phatic beginning and eng Positions for key words. Avoid or imi a 
beginning with however, therefore, 4 think, it seems to me, ота $ 
expression. 


WEAK: Nothing tastes Бе 
in my opinion. 
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SSENTIALS modi- 


al fires 
tter than steak broiled outdoors over a charco 
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FORCE ý . Р HE 2 
EFUL: Nothing, in my opinion, tastes better than steak broiled outdoors 


over a charcoal fire. TA 
Taste 15. i 
‚ so fo speak, the microscope of the judgment. — JEAN JAC © 
© ROUSSEAU | j : - 
= : Р 
mmon sense is, of all kinds, the most uncommon. — TRYON EDW. : 


77D CLIMAX 


T Arrange a series as a climax unless y 
the sake of humor. 


CLI : i 

us There are three difficulties in auth 
i e publishing, to find honest men to pu 

A o read it. — С. C. COLTON 
ICLIMAx: Exclusiveness is a C 
and the skunk. 


ou wish to make an anticlimax 


orship: to write anything worth 
blish it, and to get sensible men 


haracteristic of recent riches, high society, 


Р 
RACTICE 9. Making Sentences Emphatic 
Give a reason for each change. 


Improve the following sentences. 


EXAMPLE 


Miss Pratt wears her hair in a sausage 

Miss Pratt ordinarily wears her hair in a si 
modifier to put key words at end.) 

r xul is the most interesting of Shakespea 

| In the train disaster at Richmond Hill, New Yo! 

c killed, the colliding со; 


TENE eight people wert 
undreds of commuters Were injured. р c К 
cker is the Га ird in America, according to 


3. The ivory-billed woodpe 
Д the National Audubon Society- 
i anda doesn’t really know any more about what happe! 
han we do, I strongly suspect: ; 
5. During her first ye: Jt een Martha lost her heart, her fountain реп, 
5 and her scholarship. LOUP 
‚ It was lack of money that made Paul stop dating Janet, 
7 (Omit it was.) 
8. To make war is to 2 
- The baby lions were 


-like bun, ordinarily. 


ausage-like bun. (Sandwich 


re’s heroines, in my opinion. 
rk, on November 22, 1950, 
aches were splintered, and 


rest b 
ned at the meeting 


not lack of interest. 


i h. 
ttack, according to General Foc! 
docile and playful, unlike their parents. 


77E CORRECT SUBORDINATION 
phasized. 


in clause the statement to be em 


Put in the та 
After 4 3 
aTe and I had poked around in the bushes a i minutes, when e 
finally spotted our tennis ball floating in the cre 
Mothier Fase new hat-that looks like а phonograph record. 
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77 FORCEFUL SENTENCES 
PRACTICE 10. Using Correct Subordination 


i 1 nt 
Rewrite each of the following sentences, putting the most importa 
idea in the principal clause. 


EXAMPLE 


Thad just climbed into the bathtu 


Ъ when the telephone rang. 
Just after I climbed into the batht 


ub, the telephone rang. 
1. We were bicycling down a steep hill when a shiny Ford came at us from 
a side street. 
2. One day I was batting the 
bered my father’s warnin 
+ I have an old pair of sneakers that ought to fit you. 


3 iced 
4. Gulliver was looking around for a landing place when he suddenly noti 
à sail on the horizon. 


5. George had almost finished t 


m- 
ball around in the yard when I suddenly reme 


7. We had hiked for about a 
Big Buffalo Creek. 


= ud- 

+ Tom was wading through a particularly deep drift of snow when he S 
denly gave a yell of Surprise and terror and sank from sight. 

77F DIRECT QUOTATION 


Report conversation directly. 


е «jg with 
FORCEFUL: “The way to fi man,” said John Barrymore, “is W 
your hat. Grab it and гип,” 


77G ACTIVE VOICE 


The active voice is usually 
than the passive. The passive 
and subordinates the doer, 


М ceful 
clearer, more concise, and more ККЕ, 
voice emphasizes the receiver of the a 


ТУЕ i i tive. 
ACTIVE: A strand of iron one inch thick can lift a hundred-ton locomot 
PASSIVE: A hundred-ton Io 


Н c 
comotive can be lifted by a strand of iron one 10! 
thick. 


Use the passive only when the doer is unknown or unimportant. 


out 
PROPER USE OF PASSIVE: The game of checkers has been traced back ab 
4000 years. 


Young boars are known as squeakers, 
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WRITING OBJECTIVELY 78 


77H REPETITION 
Repetition of key words adds force. 


Th e" 
копу certainty is that nothing is certain 
er know a square guy than own a 5 


1. — PLINY THE ELDER 
quare mile. — WILSON MIZNER 


PRA ildi 
CTICE 11. Building Forceful Sentences 
ful by changing 


M i 
ake each of the following sentences more force! 
i t quotation into 


the assi М 
á M eps voice to the active voice, turning an indirec 
quotation, or repeating key words. 


«Tj S 
ў селы prize in the essay contest was won by 
{ What Aer said that a poet can survive every! 
: ceri З probably happen is that all the cleaning up will be don 
J 
desi gravely handed Mr. Jenkins a nickel to 
5. Moth represented her life’s savings- 
Tare ег said that she couldn’t understand how I had managed to dirty 
r mixing bowls in the process of making one cake. 


А Margaret has always been called Monnie by her family. 
ne of Mr. Herrick’s pet theories is that the size of a man's intelligence 


S determined by how big his feet аге. 
à z a b suggested that we drop everything and spin оч 
i Nu May Safely Graze" from Bach’s Christmas Cantata 
е choir 
10, с 
- Charles Kingsley says that he goes at whi 
nothing else in the world for the time being. 


[^ 


pay for the candy bar; that 


ме 


t to the beach in his 


оо 


was sung by 


at he is about as if there were 


BJECTIVELY 
de For the most part write objectively» pea See ita vk 
Scribin, i тесу writin depends principa pon t 
SH VEU d emotion. Objective writing 
s own conclusions 


analysis of feelin ipti 
or the description 0 E 
5 t lets the reader draw hi 


d бе i 
Be not eliminate feeling bU 

m a graphic description of what happenec- 

et a letter. 


5 Б 
dune Susan was anxious to get. 
BJECTIVE: When Susan hear e click of t 
ile of letters, 
1 


front hall. Snatching UP the рі 
trembling fingers. (We lea" уз 


7 
8 wRITING О 


5 objectively 
s into objective 


PRACTICE 12. Writin 
chan following subjective analyse: 
Mord Put the peoP'e did. Make your reader see the 
actions and, as а result, know what emotion 15 felt. 
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NG pLEASING: 


79 unity 


EXAMPLE 


The telegram disturbed me greatly. EC 
I took the telegram from the messenger boy and managed to ОСА) 
For a minute I stood staring at the street, When I read the m! 
the words danced and swam on the page. 


. Mr. Baxter didn't enjoy the concert. 

. Doug is very enthusiastic about baseball. 

Ellen is usually in a bad humor at breakfast. 

Having to wait a half hour for Joan made Dick furious. 

- Bill was ravenous after his hike around the lake, . 
Ross was very nervous before his interview with Mr. Garrison. 

Peg was disappointed not to get the lead in the class play. 

. Betsy was thrilled with her birthday presents, 


соз бул шо гоз 


79 
79А ONENESS ОЕ THOUGHT 


Unity means oneness, 
to one governing idea. Do 
A sentence should expres: 
main ideas in a sentence, th 


UNITY 


nected.) 


Eastman 
RIGHT: Carol Atwater is а gifted pianist and plans to study at the em. 
School of Music. 


ater s 
(The two main ideas have to do with Carol Atwa 
musical ability.) 


А i rter 
Correct a lack of unity (1) by breaking a sentence into e 
sentences or (2) by subordinating One statement. One main ide 

have many modifiers, 


phy of Dr. Samuel Johnson. 
TWO SENTENCES: James Boswell was b 
biography of Dr. Samuel Johnson 


A sentence ma 


bee? 
Y lack unity because part of the thought has 
omitted, 


?OOR: Clifford used to Play tennis a 
ment in New York City charge 


290 


Р art- 
good deal, but the courts near his ар 
four dollars an hour. 
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IMPROVED: i 
VED: Though Clifford used to play tennis a go 


79 
B THREE STATEMENTS 


str 
ha 


uny 79 


гаа і od deal, һе seld 
ecause the courts near his apartment in New York Ge ue 


four dollars an hour. 


Avoid со! 
ung Tb eu sentences consisting of three ОГ more statements 
and, but, and so. Don't overwork and. The and 


bit i 
it is one of the worst English diseases. 
used of helping 


POOR: Edm = 
ond Dantés is a young sailor and he is unjustly асс 
d'If near Mar- 


IMPROV! 
ED: A 
D: Edmond Dantès, a young sai 


PRA 
CTICE 13. Building Unified Sentences 


rel 
1; 


2:41 


at 


iN } 
t z 
9C OVERLAPPING 


Tack; 

qus a that, which, © 4 

fe aa sentence: “This is the dog th 
е rat that ate the malt 


- Th 
e score was now 10 t 


м 
ER Mo cats have stubby tails 
athe down to breakfast 


. O 
пе of George Bernard Sha 
lassical myth about à sculp 


- Larry Hawkins has aj 


- The Hall of Fame in 


the exi 2 
xiled Napoleon іп 1815, so he is sent to the Chateau 


seille a B 2 

and he is held a prisoner there for fifteen years. 
lor unjustly accused of helping the 
Marseille, where 


exiled Napol i i 
hei poleon in 1815, is sent to the Château d". 
is held a prisoner for fifteen years. RE 


Be sure to show the correct 


Im 
i the following sentences. 
ship between the ideas expresse 


Poe wa: 
де was a master of the sh: 
t e short story, and 
ains many relics. 7 

m the market with a load of groceries dnd 1 de- 
Mrs. Bantham, 50 І laid my bike on the 
out again aid found’ that a dog had 


his home in New York City con- 


st 
olen the sausages 


[9 
nly two out, and this game 
and they origin: 


this morning 2 
packages at my place. s Ud ре 
w’s best-known plays is Pygmalion and the 
tor named Pygmalion and 
е of a beautiful 


vory statui 
d the two 


title comes from a c 
ui made an і й 
he statue life an 


h 
anes а confirmed bachelor but 
iden and he fell in love with it so Venus gave t 


were married. ) 
n Houston, which was 


ob with an oil refinery i 
am Houston. 


Texan Ісайе S 1 Р 
New. York City was founded in 1900 as а memorial 
to great Americans, and/in 1940 Stephen Foster was the only pers 


a member. 


na 
med for the famous 


adjective clauses ОГ possessives. 
ults in a house- 


another one res 
hat killed 
t Jack bul Е” 


CONSTRUCTION 


Avoid using a series of overlapping 
г who clause onto 


n the house tha’ 


1t that lay i 
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80 PARALLEL STRUCTURE 


POOR: Probably the first white man to see California was Juan Rodrigues 
Cabrillo, who was a Portuguese explorer who dropped anchor in 
Diego Bay in 1542. E. 

RIGHT: Probably the first white man to see California was Juan Rodrígu 


Cabrillo, a Portuguese explorer who dropped anchor in San Diego Bay 
in 1542. 


Poor: My father’s secretary's husband runs the Hawthorne Inn. 
RIGHT: The husband of my father’s Secretary runs the Hawthorne Inn. 


PRACTICE 14. Avoiding Overlapping Construction 
f Improve the following sentences: 


1. My father buy 


А ive 
: 5 me the lumber with which 1 build birdhouses which I £i" 
to my friends. 


ta Anw 
E 
Б 
= 
= 
g 
a 
5 
= 
E 
о 
о 
5 
o 
2 
2 
= 
8 
a 
ч 


6. Canada has m 
of animals whi 


80 
80A AND, BUT 


ыр tule, and and but connect like grammatical elements - an 
PRAE e, two nouns, two predicates, two adjectives, two prepositi 
phrases, two Participial Phrases, two adjective clauses. 
А р m 
E а s job 18 to wash the dishes and dusting the dining room с) pe 
Dnects unlike grammatic 1 — the infinitive to was 
the gerund dusti; ) E еее 


RIGHT: Jane’s job is to was 


PARALLEL STRUCTURE 


ga 
пут. i hree ways to Correct a sentence in which and connect 
nd a cla 


use: (1) change the noun to a clause; (2) change 
clause to a noun; (3) get rid of and. 


PARALLEL STRUCTURE 80 


RIGHT: M 

: Mr. Pl i ; L 3 

and hoe Mia ti what kinds of positions are available in television 
various jobs pay. (And connects the two noun clauses.) 


RIGHT: Mr i 

: . Pi л 

{леру аг а discussed the kinds of positions available in television and 
e various jobs. uns, kinds and pay) 


RIGHT: M (And connects two 
: Mr. Pl i д9 
att discussed the pay of the various jobs іп television. (No an 


PRAC i 
TICE 15. Using Parallel Structure 


Usi 
sing parallel structure, complete the followi 


. Sa 
i pees the afternoon washing the car, mowing 
ie Ир чы Lucy kept a careful record of how fai 
Dü  ——, and ——. 
E n Meer Peggy likes to sleep late, —— and ——- 
` The EA gulped down a cup of coffee, —— and ——- 
ГАП da > ег at the back door had white hair, —— and 

Dad A enjoy playing charades, barbershop quartets, and ——- 
Тег F s every girl should know how t —, an¢ — 

ad up the mountain is narrow, — > 


ng sentences: 


—. 


the lawn, and 
т we drove every 


Ne 


singing in 
о change a tire, 
and ——- 


9 - oO d o 


PRA 

J CTICE 16. Using Parallel Structure 

donee the following sentences, making ра 

senten e parallel. Separate the parallel elements fro 

bered ce and number them. nder the sentence sho 
elements are parallel. 


rallel the elements that 
m the rest of the 
w that the num- 


r 


EXAMPLES 
а. Marie is chubby, blue eyes 
Marie is i 4 
(1) chubby, 
(2) blue-eyed, 
and (3) blond. 
Members 1, 2, and 3 are parall 


b. In Main Street Sinclair Lewi 
w it affects 2 woman of culture. 


and blond hair. 


jectives. 


el; they are adj 
rovincialism of 5 


mall- 


town life and ho à 
In Main Street Sinclair Lewis describes 
(1) the provineialism © ali-town life 
of culture j 
s with modifiers. 


and (2) its effect on 2 wo 
Members 1 and 2 are parallel; they are noun: 
n next we 


ш чыл mine from Portlan 
o attend’ the state fair. у 
2. ee Post Office Department р Г the indent style anc 
of the state bé-on a separate line, from the Па 
3. Since poverty is MY usual state an ing at least twent 
4 presents to buy, ГУ 
. Skiing takes balance, 


dis coming dow: ek for a visit and = 


BUILDING pLEASING: 


. Live steam, forced throu: 
. The magazine contains articles on 


. Some of the duties of a 


80 PARALLEL STRUCTURE 


e 
In Personal Record Joseph Conrad tells about his travels and how h 


came to write some of his stories. 


* ve 
The sensible plan is to keep up with your work every day and don’t lea 


everything until the night before the exam. 


м E in 
As we did not want the praying mantis to starve, and grasshoppers being 


plentiful in the garden, we caught a few and put them in the cage- 


É Е con- 
The Federalists believed in a strong central government, a loose 


struction of the Constitution, and that the tariff should be high. 


nd 
The boys slept on a baseball diamond with a few cows for company & 


also to protect them. 


кй 
. Mr. Abbott is sandy-haired, blue eyes, and a half-shy but very gracio 


and friendly manner. 


А be- 
. The performances of Shakespeare’s time were held in the afternoon, 


cause in those days there weren" 


:nade- 
t good lights and also because of ina 
quate police protection. 


; irectly 
igh these pipes, strikes the snow and ice dire 
and immediately melting it. eals 
how to beautify the home, make m 
parties of all kinds. ino. callerss 
Secretary are writing letters, telephoning; 


attractive, food for children, and 


and making reports. 


80B RELATIVE CLAUSE 


and, but, or or. 


WRONG: In Williamsburg, 


RIGHT: In Williamsburg. 


by 
Do not join a relative clause to its principal clause or to a phrase 


the 
Virginia, is the College of William and Mary, 


п 
second oldest in the United States, and from which have gone forth many 


famous Americans, 


the 
» Virginia, is the College of William and Mary» 


n 
second oldest in the United States, from which have gone forth mà y 


famous Americans, 


80C CORRELATIVES 


sions they connect. 


n > а res- 
Correlative conjunctions are placed just before the words or exP 


We can(either)take'the tube or the ferry to Hoboken. 


but 
п 
You should (not only) write a bread-and-butter letter to Mary Elle 


also to her mother, 


PRACTICE 17. Writing Coherent Sentences 


1. 


294 


" e 
Improve the following sentences, Give a reason for each chang} 


же ; ing] mis- 
nly distinguished himself as a medical 
ut also as a musicologist. 


Albert Schweitzer has not o 
sionary and a philosopher b 
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PLEASING THE EAR 81 


2. In Ё 
еш 1 sat across from а little girl, probably not more than five 
Be Jim sav Б € who gazed at me fixedly all through the meal. 
4. When Su Deum has the money nor the time to take up golf. 
emy in Mis ogers was ready for high school he went to à military acad- 
оз souri, but which he left after two years to become а cowhand 
. То enj А i i 
` ВШ оу tas kind of music you either have to be crazy ОГ deaf. 
Bion m p the 100-yard dash but also the high jump. |. 
ean bent pee has a good-sized freezing unit on top, 8 
А ке dee 2 month's supply of meat, frozen fruits tables, and 
- Jacques not only speaks French but als 
2: pant 1762 бой. wrote The Vicar 
| 10. р lished until three years later. 
NER deal had been negotiated with Mrs. Wilson's seven-year- 
cy, during her mother's absence, and who thought her 


plunge was a great lark. 


IAW 


о Italian and German. 
of Wakefield, but which was not 


old daughter, 
business 


G THE EAR 


an essay, OF 
pleasing soun 


81 
PLEASIN 


I 
| ы writing the first draft of a story, 
and listen to it. Good writing has а 


a report, read it 
d and cadence. 


8 
| 1А SUITABLE STYLE 


Make 
К your style fit yo 
describe rapid action. 


t, staccato sentences help to 


ur content. Shor! 


r at the stairs top and held my knee against it. 
in. There was nothing there. 


Р: slammed shut the doo 1 

T ter a long minute T slowly opened it again. t 

here was no sound. None of us ever heard the ghost again. — JAMES 

THURBER 

Use longer, slower-paced sentences to convey 4 quiet mood. 

" For I often listened to this tinkling music, айа i had mad Шш 

ide ТІ T а 

Ac r1 E cn | ick-sighted enough 1 might one 

о а tunic perhaps, cross- 
mandolin 


monkeys. and that if I cou | sitting, іл 

y be able to detect the minstrel sitine j ; 
legged on some high, swaying 00 carelessly ый) 
suspended from his пес by а yellow ribbon. — H. 


Mansions 
dr give ease and 


8 
1B OPEN SOUNDS i p 
The roun d the consonants ^ m, Ns 
owels 2n жср Я 
а liquid peius р omentum, lowly, lonely, solem”, moon 
li 
ight, nevermore, rolling: " 
There's a barrel organ caroling across а £9 e 
In the City as the 9^ sinks low. . . ALFRED NOYES 


sound: ” 
n street 


BUIL 


81 PLEASING THE EAR 


81C PURPOSELESS REPETITION 


Е " ood 
Don't repeat a sound or a word at too close an interval without а je y 

reason. Purposeless repetition is a mark of the writer who is {00 

to reword his sentence or hunt for a synonym. 


: as. 

PURPOSELESS REPETITION OF A SOUND: Willie wondered where hinge wi 
Reword: Willie couldn’t remember where he had left his wal е S reip 
AWKWARD REPETITION OF SYLLABLES: Some of the members didn't remem- 
the words to the song. T 
Use synonym: Some of the members forgot the words to the ў Б 
LAZY REPETITION OF WORDS: It’s been a long time since I’ve had time 
down and write you a long letter. == 


long Д И Р а write 
Replace words: It’s been months since I've had time to sit down ап 
you a long letter. 


to sit 


1 

Good writers occasionally use repetition for a purpose. Purpose? ү 
repetition of a sound may create the proper atmosphere; purpo 
repetition of a word may drive home a point or create humor. 
PURPOSEFUL REPETITION OF A SOUND: 

The moan of doves in immemorial elms, 

The murmuring of innumerable bees. 

— ALFRED, LORD TENNYSON 


à t put your 
PURPOSEFUL REPETITION OF WORDS: Put not your trust in money, but p 
money 10 trust. — OLIVER WENDELL HOLMES 


nds 
PURPOSEFUL REPETITION OF WORDs: When playing bridge, a good deal дере 
upon a good deal. 


81D TOO MANY MODIFIERS 
Don't use too many modifiers, Jy to 
CLUMSY: The tall, mink-coated, white-haired woman spoke courteous! 7 
the shabby, unshaven, hollow-cheeked man. heeked 
BETTER: The white-haired woman spoke courteously to the hollow-C 
man. 


81E JERKY RHYTHM 
Don’t break the flow of a 

set off by commas. 

JERKY: My seat mate, I later 


ment, had, many years ago, starred on Broadway. was ай 
smooTH: I later discovered to my amazement that ту seat mate 
actress who had starred on Broadway many years ago. 


A pits 
sentence by chopping it up into small V 


es 
S атах 
discovered, was an actress, who, to ту 


81F RHYME 


In prose avoid rhyme and regular rhythm (meter). А 
RHYME AND METER: Beth writes very well, but she simply cannot spell. 


BETTER: Beth writes very well, but her spelling is poor. 
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PRA 
CTICE 18. Improving the Sound of Sentences 


I 
mprove the sound of the following sentences: 


1. Bill { 
neath the bed. bag beside the bureau because it 
Me ER. Тор finds track stars attractive. 
most peo ү о on the list of books for outside reading are books that 
4. Despite s us n't think of reading inside or outside. а 
Аййшалор En preparation and his lack of information philip won the 
5; Tat hat that 5 e CODE ES for his mey presentation. da 
2 a aring W i n 
Nene $ Mademoiselle. : ^ HESS Pe d y j 
; Dick us they were relieved when we got 
REM As happened, had, without his fa 
8. By E of his allowance, а dollar every wee 
finished ng work on Monday's assignments rig 
my work Friday evening and was able to rest for 


week end. 


was too big to fit be- 


Q3 


last 


up to leave. 

mily’s knowledge, 
k, for a secondhand car. 
ht after class on Friday 1 
the rest of the 


been putting 


мео 


ceful Sentences 


ding Pleasing, For 
п improve each 


In кыы ; 
fault one or more of the ways d in this sectio 
y sentence. One sentence need revision. 

and it is harder than 


1. P 
2 x is an alloy of copper and zinc, 
i ee ancient Olympic games were held every four y ithout interrup- 
B. CER for nearly twelve hundred years. (Put a phrase before 
aS said that proverbs are short sentences which are 
yo: experience. d his watch 
2 an was just about to dive do member 2 i 
he cake had been in the oven for 2 half hour and it d tbe 
to rise, so Mandy decided that it needed more heat and she turne 
6. Exp UU up to 500°. 
Ri was rather peeved whe 
21 ildly. 
- If Ray had realize 


PR. 
ACTICE 19, Review of Bui 
explaine 


does not 
pure сор- 


op 


8 ma resentful. 
+ MS is lively, enthusiastic, and you nev! 
à he children gasped- 
bedroom x уп business and watch out that you 


Ө; 
10. das Pan flew into the 
3 ded code of the sea is, «Mind your ov 
n't ram another ship.” life of F. Scott Fitz- 
; 4 -< based on the Oe 
el which ide ed the spokesman of the Jazz 


11. І 
The Disenchanted is à П0У 
Ue who was the writer W o | 
he and Ше 
12. The murder suspect had ^ record of petty thievery, 21802, g 
qu 297 
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p = 


13. 
14. 


298 


. Every Friday afternoon the Homemake 


81 PLEASING THE EAR 


The peasant skirt had been made by Elinor herself out of scraps of ma- 
terial from her castoff clothes. 
On her head was perched a little black and white cap, the mark of her 


native province, and which made her look older and more sedate than 
the others. 


. Pandora was fashioned out of clay, according to a Greek legend. 
. Please send us a check by return mail, and we hope that you are enjoying 


good business this season. 


. Marion's brother is tall, fair, and blue eyes, 
. One of my fondest ho 


Pes is to go to a good college, where I can get not 
only a very good course in science but also a good all-round education. 


= ? 1 at these 
socials the girls learn how to serve, rs have a party, and 


. It was the Romans who conquered the people who lived in Britain, which 


is a large island which was almost unknown to the Romans. 


BU А 
ILDING PLEASING, FORCEFUL SENTENCES 
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EA MANUSCRIPT 


“No Sloppy Сору.” 
make them neat, 
will 


82 
HOW TO PREPAR 


To A in a high school newspaper offi 

dore ы reports and letters off to bes 

арр} nd easy to read. Your teachers 
ate your thoughtfulness. 


ice reads: 


t advantage, 
and correspondents 


de only. 
the lines. Strike 
Change 


82A PAPER, INK 
m paper, 85 X 11 inches. Write on one si 
the ib u are typing your theme, double-space between 
the bo bar twice between sentences. Keep the type clean. 
If on when the type is no longer clear and dark. $ 
Spac you are writing your theme ру hand, use black or blue-black ink. 
е well between lines. 


82B si 
DE MARGINS 
at the left. Keep the right-hand 
owding 


Le Е 
ave an even margin of one inch К 
the end of the line avoid cr 


Margi 
Wunde. reasonably regular. At 
. Use the hyphen to avoid a long gap. 
82с 
Marsi OF TITLE m 
rite the title about an inch and à alf from the top of the page: 
€ave a blank line or a space between the title and the article OT report. 


82D 
BOTTOM MARGIN Te 
m of eac page. 


Leave a one-inch margin at the botto 


82E т 
ОР MAR 
id of each page after the first. 


Leave a one-inch margin at the top 


8 
2F RULED PAPER pserve the margin 
If you are writing by hand ОП ruled paren ap our title on the 
Marked or leave a margin of O° inch at the jeft. Place y 
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рт 
Op line of the first page 


_ 0 


83 pivipiNc wonps 


82G FORM OF TITLE 


Center the title on the line and capitalize the first and the last word 
and all other words except articles, prepositions, and conjunction 
Use no punctuation mark after the title unless a question mark ог E. 
exclamation point is needed. Do not underline your title or put it 
quotes — unless the title is itself a quotation. 


WRONG: Саре Cod Sunrise "Cape Cod Sunrise" ia 
RIGHT: Cape Cod Sunrise “А Thing of Beauty Is a Joy Forever” (a quot? 
tion) 


82H PARAGRAPH INDENTION 


In longhand indent the first line of each paragraph about an int 
In a typed manuscript indent 5 to 10 spaces. Be consistent: keep YO 
paragraph indentions uniform throughout the manuscript. 


821 LONG QUOTATION 


TE ins, and 
When typing, single space a long quotation, use wider margins, 20 
omit the quotation marks. 


82) PAGE NUMBERS 


If you use more than one sheet of paper, number the pages afte 


r the 
first in the upper right corner. Use figures. 


82K NAME, DATE, CLASS 


Follow your teacher's ins 
folding. If no instructions 
and write your name, your 
of the paper. 


d 
tructions concerning name, date, ne Ed 
are given, hand in written work unfo top 
English class, and the date close to the 


83 DIVIDING WORDS 


83A DIVIDING WORDS 


The division of words at t 


: he ends of lines is undesirable, but ofte” 
unavoidable. Always divide 


à word between syllables. А syllable, 5 
part of a word that can be Pronounced separately, always contains : 
vowel. Place the hyphen at the end of the line, Never divide the 185 
word in a paragraph or опа page. 


83B ONE SYLLABLE 


Never divide a word of 


h, 
one syllable: ‚ length, streng? 
caught, warmth, thought. ne ч E 


When ed at the end of a word is not Pf” 
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RDS 83 


ided from the 


DIVIDING WO 


nounce - 
d separately, it is nota syllable and may not be div 


rest 
of the word: asked, laughed, walked. 


which only one 


8 
3C ONE LETTER 
id апа willow-y> in 
if possible, the 


ХУУ e аР? 

heen ot any division like a-frai 

Some precedes or follows the hyphen. Avoid, 
of two letters from the rest of the word. 


83D 
SHORT WORDS 
often, only, 


Dorota 

no A 

and t divide such short words as WO 
every. 


еп, water, prayer» 


83 
ч SUFFIX, PREFIX 
sa me 
Word: ks divide between the suffix or the refix and the rest of the 
irresist-ib is-appoint, trans-late, intra-mural, tele-vision, expend-abie, 
-ible, circum-vent. 
ll, second- 


83F 
c 
OMPOUND WORD 
word: basket-ba 


Divi 

jung. Hs between the parts о 
if care-free, after-noon. 

a compound word is hyphenated, avoid making а second 


AWKW. 

ARD: 

RIGHT: RD; great-grand-mother, self- 
: great-grandmother, self-sacrifice, 


break. 


83 
т DOUBLED CONSONANTS 
fin fees divide between doubled cons? 
> Лар-ріпв, mayon-naise. 
EXCEPTION 
ng to the base word, as in 
83E by dividing 


When b 

ч en both the doubled consonants pelo 

ords like fall-ing, 1055-1186 an ass-ables follow rule 
d the letter preceding it. 


et 
ween the suffix and the 1 


83H 
TWO CONSONANTS 


S 
tion eparate two consonants 51810 
permits: cul-ture; сағ-100 rec-reations 


831 
SINGLE CONSONANT generally begins 
ie single consonant between 0 sounded Y3 1 no-ta-tion, 
syllable containing th® second of the 
a-ture- 
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bea 
u-ti- Sis 
au-ti-ful, de-ci-sive, prem 


83 ьмомо worps 
EXCEPTION 


If the preceding vowel is short and accented, a consonant ends the 
syllable: reg'u-lar, def'i-nite, men'ace. 


83J TWO LETTERS, ONE SOUND 


When two letters — for example, sh, th, ng, 
one sound, do not divide them: con 
assign-ment, noth-ing. 


have 


gn, gh, ph, sc, ck — "e 


-science, spa-ghetti, philoso-P 


83K ENDINGS 


_ As a rule do not divide cion, sion, tion, cial, sia], tial, cious, tiouss 
8іоиз, geous: Suspi-cion, occa-sion, ambi-tion, cru-cial, mar-tial, spa 
cious, outra-geous. 


83L CONTRACTIONS 


Do not divide contrac 


А : d 
tions like havent, weremt, wouldnt, 2 
doesn’t. aven t, weren't, v , 


83M PROPER NAMES 

, «ms (1) dividing a proper name, (2) separating Mr., Mrs.» S 
etc., irom à name, (3) separating abbreviations or the initials of a 247° 
83N USING DICTIONARY 

eu after pronouncing a word, you are in doubt about the зу 
abication, consult the dictionary, Heavy or light accent marks 4? 
dots indicate syllabication: ex’pla-na’tion, so’cial-ism, a-bun'dance 

й > 

PRACTICE 1. Dividing Words Correctly 


Which of these words 
Show how the other wor 
divided in more than one 


:nes? 
should not be divided at the ends of line 
ds may be divided. Some words may 
place, 


EXAMPLES 


1. pushed 

2. ele-phant 

3. pro-hibition or prohi-biti UC 
4. M. T. Ashenhurst ition or prohibi-tion 


abandoned any communism electronics 
ability arbitration contradiction eloped , 
adored banged democrac everything t 
antecedent cashier destable extravag 
anticipation comedian Mrs. Clarence B. Dillworth feathery 
302 
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iv suggestion 
filling perception representa а 
heartbreaking photography oe c superficial 
internal pitched поо a deci supersede 
interstate preference self-con п н surpassing 
missing pressure signin transferred 
mustache punishable sprink! el upon 
omission reluctant stronges 
84 LEGIBILITY 
SPACING i TM tts 
l. Leave a space between words pride esta tue ys d p 
and a double space between 807 дык Ж бе your 
tences. С 
ооп 
2. Do not separate letters or leave Ашу ^ ous es “4 
a wide gap between an initial це. minuto Сре 
capital апа the rest of the word. 
^ №, erf 
3. Don't let the loop of f, 8+) J». Ф M nm ШАШ 
z, b, h, I or k cut a word in а ne nEn ‘ ыс к кеу 
above or below. 
FORMING T ERS 
4. афа. Dis- v Aul мос „ЛАМ 
- Form all letters carefully. Коли mm [ТУ] 
tinguish clearly a and 05 “ Lee Nd 1 
w; hand к; eand i; ran 5; { б D 
wand rr; uand n; бап lic л Ind М ~ | | 
з Always open s, 4 0, ё and ы bat amm һы» a 
loops of /, h, k, b, and f- Во 
мг questo usd 
6. Close the tops of & 0% b, d, & quer det" bi Ü 
and q. М ua 
T crunch” E 
between : ' му w 
7. Differentiate clearly fetters- КЕЛУ ИЕЛ e 
capital letters and small le ў ка 
Make tall letters tall. dio pi 
8. Dot i and j directly above, Uf A Уу а 
letters and cross / with ^ prd VE offen 
horizontal line. Make s loop- Qj 
cal part of га stroke, notà 9 a 9 
ital age © " 
9. Avoid flourishes. Make сабо, „ы of He Deut о 
Dot i wi ч cHANICS 303 


letters simple. 
not a small circle. 


LEGIBILITY 84 


8 5 CAPITALIZATION 


10. Keep the slant of the letters fairly ^о uskal, bo hin 60 
uniform. 1 Г Jt, rh ht 


PRACTICE 2. Good Penmanship 


Explain briefly and clearly something of interest that you leat 
yesterday in history, physics, chemistry, mathematics, or к to 
subject. After writing the explanation, examine your penmans ring 
see whether it is easy to read. Then сору the composition, арр У 


the rules for preparing a manuscript, dividing words, and writing leg 
ibly. Hand in both copies. 


85 CAPITALIZATION 
TEST ПА (Diagnostic). Capitalization 


n to 
Copy correctly the words that should be capitalized Mo 
literary practice. If you omit a needed capital or insert a capita 


E E nces 
is not needed, the sentence is Wrong. (Number of correct sente 
— Score) 


үл; 
1. Edith cavell was ап english nurse in charge of the red cross hospital 
brussels, belgium, during world war I. E arked 
2. The greatest trail in the united states is the appalachian trail, а D MORD 
and mapped footpath extending from mt, katahdin in maine to 
mountain in georgia, - artha 
3. On her train trip home from college for the christmas holidays та" ^c 


read yankee from olympus by catherine drinker bowen, the biography 
justice oliver wendell holmes, 


4. Last summer, from the fourth of 


m А with 
july through labor day, i stayed 
у aunt and uncle at their farm i E 


п northern new hampshire. 


6. On august 4, 1941, the pre: 
prime minister of great britain 


land to ireland. 
8. Theodore roosevelt, the 
born on october 27, 1858, at 2 


» he started north on a pennsylvania railroa 


10. Besides the family bible ab 
Progress, robinson crusoe, a 


304 


"m 
jeri 
raham lincoln read aesop's fables, Рі 
nd the life of francis marion. 
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85А 
PROPER NOUNS, ADJECTIVES 


Capitali 
apitalize proper nouns, proper adjec 


me of a particular per 
f a clas 


" tives, and their abbreviations. 

A c eds Mee e son, place, or thing. 

or things noun may apply to any one o s of persons, places, 
gs, and is not capitalized. 


PROPER NOUNS Common Nouns 


Thomas E. Dewey a governor 
Montana a state 
Ben Hogan a golfer 

a building 


the White House 


Pro LS , 
H per adjectives are derived from proper nouns. 
ages Shavian wit Italy — Italian opera 

ark — Danish pastry Bible — Biblical quotation 


So "RT s A 
now eid adjectives which are derived 
vea specialized meaning are no 
т Chinese Và: 


from proper names and which 
t capitalized. 
se), macadam roads, morocco 
n fashions), pasteur- 


bohemian li 
шап life, china vase (BU a 
ather, oriental pearls, paris roo ur Parisia 

friendship, puritanical ideas, roman type (вот 


ized milk i 
> platonic 
Roman roads) 
ges and specific co 


T 1 
аге E names of school subjects except langua 
ommon nouns. 


urses 


пр, history, mathematics 
Chemistry 16, History 28 


geometry accounti 
ish, Latin, 


biology, chemistry, 
Spanish, 


BUT: Е 
от: English, French, 


PR 
OPER NAMES INCLUDE: 
INSTITUTIONS 


8 
ч TITLES OF ORGA 
ue: World Health Organization, 
vancement of Colored people 
ышына: Durch са Club а Ре ап Kennel Club, Grandfathers Club | 
"Peet Company, Union Carbide and Carbon ‘om: 
ier High School 


FIRMS: 
М5: Colgate-Palmolive- 
Ns pan Ti 
TiruTIoNs: Carnegie Institute of Technology w THEE 
SONS 
ru NAMES OF DEFINITELY pEFINED GROV SONT 
арыса РАВТІЕЅ: Democrat, Republican, 2 s tian, Moslem Baptist 
co AND sects: Catholic, protestant 1 сап Chinese 
TIONALITIES: Italian, Swede, ‘Canadian, Mex! 
Eskimo 
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RACES: 
CES: Negro, Mongolian, 5 


85 CAPITALIZATION 
85D GEOGRAPICAL NAMES AND NAMES OF BUILDINGS : 


RIVERS: Rappahannock River, Mohawk River, Rio Grande 
LAKES: Saratoga Lake, Lake of the Woods, Lake Como 

OCEANS AND SEAS: Arctic Ocean, Baltic Sea, East China Sea 
MOUNTAINS: Mount Rushmore, Sugarloaf Mountain, Teton Range 


state of Iowa. In the Gulf o, Mex Е razii it is 
exico d because 
part of the name, м9 » Gulf is capitalize 


the name is San Francisco, 


85F NAMES ОР PUBLICATIONS 


Do not capitalize the as er 
S the ewspap 
or magazine. first word of the name of a newsP: 


NEWSPAPERS: the Seattle 


Post Intel 
MAGAZINES: the New Yo, 


Hi ligencer, the Dallas Times Herald 
"er, the Woman's Home Companion 


and conjunctions. 


spooks: Three Men in 2 Boat, You Car 
ARTICLES: “Good Eating in New Orle 
poems: "Stopping by Woods опа g 


Is Laden” 


‚ ise 
"t Go Home Again, To the Lightho! 
ans," “Тһе Telephone and I Heart 
nowy Evening," *With Rue My 


те? 
" sq rive 
i Many magazine’ and newspapers reduce the use of capitals: Columbia по" f 
Potomac park, Big Horn mountains, Twenty-third street, Atlantic ocean, 


hotel. This informal capitalization is not rêcommended for ordinary writing: 
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ATION 85 


E DAYS OF TH CAPITALIZ 
ner ae пега н с MONTHS OF THE YEAR, AND HOLIDAYS 
HOLIDAYS JE June, Odile esday, Friday 

mbus Day, Mardi Gras, Bunker Hill Day 


The 
name 

s of seasons are not capitalized. 
fall, winter 


БЫН 
pring, summer, autumn. 
85H | 
мок 
REFE TH, SOUTH 
R EA Ww 
TO PARTICULAR eben MA. em ur а 
Southerner, 


Wh 

en th 

Eas еу ге Я * 

Erste d he Meam c they. are not capitalized. 

rts of the United ses apitalized w! to inhabitants 
ing at a boys’ camp in the West. 


REGI 
ON: 
ар сеа Hal taugh 
e camp is about fifty miles west of Denver. 


851 
PERS 

rnt TITLES AND DEGREES 
mi ize ti М 

rental fens titles before proper names, titles of the highest govern- 
grees. used without proper names, and abbreviations of academic 
the President. the Secreta 
1 George < Marshall, Senator 

M.D. М.А Ph.D., LL 


ry of State 
Estes Kefauver 


TITL] 
ES 
S STANDING ALONE: 


тїт 
Se mem NAMES: Genera 
es DEGREES: A.B., B.S., д 
Tana uncle, aunt, cousin, and grandmother before prope" 
as evening we had а surprise visit from nt Alice and Uncle John 
other, Father, Dad, Grandfathers and similar titles without names 
ating the! twentieth 


are 
Preferably capitalized. 


PREFER 
RED: 
D: On Monday Mother and D 


weddi 
RIGHT X anniversary. 
Wedding On Monday mother and dad & 
м ng anniversary: 
h 
cara pronoun precedes mother fathers dad, Of grandfathers no 
the Little Chure! around the 


© А 
@pital is used 
M . 
ee and father were married at 
8 ег in New York City- 
5J 
H 
agir rg EVENTS; рек!005, А 
Boe ЕНЕ Louisiana purchase: enaissanc® 
Wa E Independence Fourteenth Amendment Stone $ 
ar II J 
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ст 
85K THE SPECIFIC PART OF THE TRADE NAME OF A PRODU 
Packard convertible, Campbell’s soup, Frigidaire, Coca-Cola 


А А 150 
In capitalizing a compound word Capitalize the second part a 
if it is a noun or a proper adjective, 


ar, 
Pittsburgh Post-Gazette, White-Collar Zoo, Sunny-Isle Sportswear, 
Twentieth-Century Limited 


BUT: Forty-second Street, The Well-tempered Clavichord 
Note: pro-British, un-American 


85L SENTENCE, POETRY 


nce 
Capitalize the first word of (1) a complete sentence, (2) a sente 
quoted exactly, or (3) a line of poetry, 


" е ауе to 
George Santayana Says, “There is no cure for birth and death s 
enjoy the interval,” 


е t the 
As Г see it, we have only one problem: Where are we going to £e 
twenty-five dollars? 


Know then thyself, presume not God to Scan, 
The proper Study of mankind is man. — ALEXANDER POPE 


the 
Do not capitalize the first Word of (1) a quoted phrase or (2) 
second part of a One-sentence broken quotation. 
Logan Pearsall Smith 
a mediocre talent," 
"Publishing a volume of verse," 
Tose petal down the Grand Са 


| b of 
Once defined a best-seller as “the gilded tom 


ing à 
said Don Marquis, “is like dropping 
пуоп and waiting for the echo. 


85M PERSONIFICATION 
Capitalize nouns clearly personified. 
She dwells with Beauty — Beauty that must die; 
And Joy, whose hand is ever at his lips 
Bidding adieu. — Jonn KEATS 
85N DEITY, BIBLE 


s jsions 
Capitalize names of the Deity ang names for the Bible and nc 
of the Bible: the Almighty, the Scripture, the Bible, the ds tte 
Paul's Epistles, Old Testament, Psalms A pronoun pele n n 
Supreme Being is capitalized only if the reference might othe 
be clear. 


308 | MECHANICS 


РИА CAPITALIZATION 85 
ize the first word and all 


In the 
sa 1 
Mika; in ihe cua friendly letter capital 
a plimentary close capitalize the first word only. 
ear ol х 
5a d Joe, Sincerely yours 


Capitali 
lize the pronoun 7 and the interjection 0. 


85 
О OUTLINE 
jne. See 


Capi " 
apitalize the first wor 


d of each division of à topical outl 


Pages 14—18 
85R 
с PART OF BOOK 
Capitali 
Si ize алан З na 
Cries of E word indicating 3n important division of а book or à 
Act 1 ` 
„М 
bra ol. IV, Book II, Part үт, No. 7, Chapter V 
the divisi A 
M i ivision is a minor one, do not use the capital. 
e н 
‚ article 2, page 69, line 22, section 3, paragraph 5 
ectly 
ice for use within 


PRA 
CTI 
CE 3. Capitalizing Corr! 
ag to literary practice о 
ted, Ifan expression 


Capi 
itali $ 
sentences ке following according 
. Give a reason for each capital insertec. 
its number. 


needs 
n С 
l. a o capital, write С after it 
{5 б 
S Rui in the parade on armed 15. new ye ; 
2. the ed Ml 16. the chatham bars inn on cape c? 
3. the шеше. beach hotel 17, a high $ pool diplom? 
4. spri panish-american Wat 18. centenary JY i г college 
5. ph ng fashions from paris 19. act Ш, 501 1, lines 42-5 
6. the am; chemistry, and latin 20. the treaty of westph 
i hard merican federation of labor 21. the new orleans times. icayune 
Er ys far from the madding 22. the bapt ү church ОП the corner 
3 Univer 23. princess 17 aret ГО 
15 Ad of south dakota 24. arles d Jothridge phd 
0. lieutenant home 01055205 supreme © г 
Tx ases eric t eal aen 26. ebbets eld in P ойуп, # 
2.7 college in the midwest $ оте of the dodg 
Orty-fourth street madison 21. a bo* of kle 
avenue n 28 јейе180 jan @ осгасу } 
29. а prof sor at pucknell uni- 
versity { 
of paris 


13 

» th 

14, Ere an Ие mountains 

ti in” Б 

James бш e E Y 30 the peace 


85 CAPITALIZATION 
PRACTICE 4. Capitalizing Correctly 
Capitalize the following. Give the reason in each case. 


1. Last year roy olton, howard welch, and i decided that on the fourth of 
july we would make a trip to montauk point on long island. 

2. We wanted to see the government lighthouse on the point and explore 
the village of montauk, the most eastern village of new york and the 
eastern terminal of the long island railroad, 

3. Squeezing ourselves into TOy's 1940 ford coupé, which he calls alexander 


the great, we set out, three richmond hill high school boys looking for 
adventure. 


4. Howard, who had been readi 
mance, advocated a more pict 
or elephants, 


5. Roy sneered, “i can picture myself leading an arab caravan along grand 
central parkway with a dozen new york state troopers clearing the мау. 

6. Before long we had passed queensboro hall queens general hospital, 
and jamaica high school and were skimming along the parkway in the 


ng richard halliburton’s royal road to ii 
uresque way of travel, preferably on came 


"if the declaration of independence hadn't been 
à 165 years ago today, we might not be speeding 
8. Fui as i spoke, alexander the gteat coughed, shuddered, and stop gm 
9i b. ey" &roaned roy, f 
10. ШҮ bia аы alexander the great, scolded him, called him un-amer™ 


middle ages son of - aden randson 
of a new zealand man-eating snail EM 
11. Perhaps we went too fa ; 


ў sagut 

: Т, for it was a wrecking car from the sunbrite au 
Service corporation of nassau c. der о 
grand central parkway, CORE that Шу towed alean 


. Roy said sadly, “ : . нег 
m en all pr adly, “howard, 1 apologize. A camel would have been be 


comp t 
This old greck dictator hates the very though 


TEST 11B (Mastery), Capitalization 


Copy correctly the words 
literary practice. If you omit 
is not needed, the sentence jg 
= Score) 


1. In 1602 the dutch government ch 
and gave it a Monopoly of dutch trade and rule throughout the eas 
the cape of good hope to the strait of magellan. | in 

2. According to my mother, a former english teacher in a high О АЧ 
the south, no one Can consider himself educated without having 
war and peace, moby dick, and the complete works of Shakespeare 


sag tO 
that should be capitalized accorda 
a needed capital or insert a capita nces 
Wrong. (Number of correct sente 


mpany 


artered the dutch east india со t from 
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ABBREVIATIONS 86 


3. Whe i i 

ce wal agra attending the convention of the national association 
ridere in boston last spring, he stopped off to see lucy at pine 
sg osa AIT ge and took her out to dinner at the abner wheeler 

4. A memorabl Ein i 
lGBonazy s сш їп атегісап naval histor. штей during the revo- 
, when commander john paul jon shed his sinking ship, 
ained the victory 


th i 
e bonhomme richard, to the british ship serapis and g 
odgers and 


ub fighting. 
ошар Шш a the fabulously successful musical by richard г 
pacific, ре П, is ba 1 james а. michener’s tales of the south 
б. From the th won the pulitzer prize for fiction in 1948. 
congress Бтр "radison was twenty-five, he took an active part in 
of confede nd he thoroughly understood the weaknesses of the articles 
7. On dec ration. 
Lire i gm day professor beck and judge warfield had lunch at the 
BU TR law on broadway and forty-fourth street. 
my б тепсе said, "while I was а student at harvard university, one of 
oU леп orite books was the story of san michele." 
egal son settled near boston In the small village of concord, where the 
10. The utionary war had begun and where some of his ancestors had lived. 
ЫП secretary of the army invited colonel simpsons a general, à doctor, 
professor jackson to the conference. 


y occ 
es 1а: 


ABBREVIATIONS 


86 
86A LETTERS, REPORTS 
Except in tabulated matter abbreviations should be avoided in 2 
o this rule are һе; ege viz; A.D 
in the names of some 


1 
letter or report. Exceptions 
УИ Сиве in 
d No. with numbers €x- 


Pee C.O.D; YMCA} v 

ms; some titles (see rule 86B); 4 P.M., an 

pressed in figures; and some organi tions: FBI, FCC, SEC, AFL, CIO 

WRONG: Wed. A.M. in Eng. class Prof. unt asked bow many of us had seen 
the accident on the corner of Union а Wash. Ave: 

RIGHT: On Wednesday morning іп English class Professor Hunt asked bow 
many of us had seen the accident 00 he corne: Union Street an 
Washington Avenue. 

86B TITLES 
Do not abbreviate 4 civil rofessional military. political title — 

except Mr., ‘Messr5-s 2 p , and St (Saint), hich are always 

abbreviated. Rev. and Hon. may be spelled о t or eviated. Abbre- 
viate Jr., Sr., ESq» Ph.D., DY tc., following a name. 

Dr. J. S. Aver: omas Hayes Procter, Ер 

по cota ft Profesor James Ду, 

ev. i ‚ Rice Сар!аї mes 
(or Reverend) willard E ae 1 Matthew B Ridgway 
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Douglas К. Wilson, Esq- 


87 waitinc NUMBERS 


twenty-five thousand. Use figures for numbers that require three or more 
words: 128; 2125; 3,923,410. 


More than seventy-five thousand men were directly employed in the con- 


struction of the fifteen buildings that mak < nter 10 
New Yode Con Б е up Rockefeller Се 


The reference department of the New York Publi i has over 
3,300,000 books and well over 1,250,000 readers z en. 2 


87D STREET 


Spell out the name of a numbered street if it į i » 
e if it is one word without 
hyphen: 423 Ninth Avenue. Note these Correct forms: 
223 West 78th Street 
223 West 78 Street 
223 West Seventy-eighth Street 


87E SEVERAL NUMBERS 


Ordinarily use figures when several numbers follow each other closely 
At the 1951 stockholders’ mee 
2000 guests ate or drank, at 
tato salad; 1700 pounds o 


ting of the General Electric Company over 

E Len. jag DEREN, more than a ton of Poo 

4 eel; 350 pounds of Swiss cheese; 

gallons of coffee; 7200 Parker House rolls, 600 half-pints of milk: 
3500 cookies; and 3500 cups of ice cream i p 

rots toe Cirone Ly managed to tuck away five hot dogs, four ice 
© » two bags of peanuts, and three candy bars. 


87F MONEY 


When representing money, 
cents and (2) for a sum in dol 
words. 

The pigskin gloves were on sale for $3.95 


Jim's secondhand Plymouth cost $325. 


ao pedes S five hundred dollars for outstanding news 
This Tenor: told Hardy, the first amateur ever to receive 


The bus fare has been raised to fifteen cents. 


I Se figures (1) for a number in dollars and 
ars if the number requires three or more 


In legal papers amounts are written in words and repeated in figures. 


87G BEGINNING 
Spell out а number at the beginning of a sentence or reconstruct the 
sentence. 


ndred FUP x os 
uet were invited to Sara’s wedding. 
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87H PER CENT 


Use figures for percentages but spell out the word per cent. 


I 
n the straw vote 62 per cent of the student body supported the Republi- 


can candidate for President. 


P 
RACTICE 6. Writing Numbers 


P А А А г 
repare to write from dictation the following sentences: 
as manager of the 


1. А 
After sixty-seven years in baseball, including fifty 
18, 1950, at the 


Philadelphia Athletics, Connie Mack retired October 

rod of eighty-seven. 

ier September 15 РЇ have а new address — 817 Fourth Street — but 
i Bet same telephone number — Monroe 8-2431. _ 

is yea 1940 and 1950 the population of California grew from 6,709,387 
4. Th 0,586,223 — an increase of 53.3 per cent. і 
ОО е bibliography refers to Volume 12, page 286, section 2a. 

a October 11, 1942, a Frenchman named F. Cornet established a world’s 

ecord by walking 30 miles in 4 hours 24 minutes 54.2 seconds. 


d re five-thirty in the morning Jeff went out on the lake and by seven o'clock 
ad caught three small-mouthed bass and five perch for our breakfast. 
Ward I bought a pair of plaid 


T. А 
With the $19.95 refund from Montgomery 
$2.00, and 6 pairs of athletic socks 


for $.75 each, leaving $2.50 for my camera fund. (Use ciphers for dollars 


9. ү cle Ralph's 620-acre farm is about twenty- 1 
gee o'clock on next Friday night, August 23, 1 shall be eighteen years 
T and shall then be in possession of one 

wo hundred boys left at 9:45 А.М. fo 


88 
ITALICS 


йы typewritten and longhand work underline whatever is to be 
Icized in print. 
PRIN 
PEDE On my vacation | plan to read Ho 
in, and The Return of the Native. 


w to Win at Tennis, Autobiography of Benjamin 


ТҮР 
EWRITTEN: On my vacation I plan to read How to Win 


at Tennis, Autobiography of Benjamin Franklin 


and The Return of the Native. 


LONGHAND: 
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88A TITLES 


Italicize titles of newspapers, magazines, pamphlets, books, plays; 
motion pictures, symphonies, and operas. When the, a, or an is the 
first word in the title of a book, it is capitalized and italicized. When 
the is the first word of the title of a newspaper or magazine, do not 
capitalize or italicize it. 

After typing а report on Macbeth, Barbara put on Toscanini’s тесог@- 

ing of Beethoven’s Seventh Symphon and k happily W! 
the New York Times doso А аа ЕРУ 


Titles of parts of a book — chapters, short poems, and essays, for 
example — are enclosed in quotation marks: ‘Charles Darnay ап 
His Double”; “To a Skylark”; “Оп Unanswering Letters.” 


88B SHIPS, AIRCRAFT 


Italicize the names of vessels and aircraft, 


The largest ship ever built is the Cunarq. wp; izabeth. 
: -White Elizabe 
Glenn Curtiss called his first airplane the Tie Вс. on 


88C FOREIGN WORDS 


Italicize foreign words and expressions which have not been natu- 
ralized. 


A omnes y this is Strictly entre nous 
Marge and Bill made it quite clear th: 
{ u at I was de trop. 
But: We ordered apple pie alamode. (Since Ша has been adopted 
into the English language, italics are not needed.) 


88D LETTER, WORD, PHRASE 


When a letter is spoken of as a letter, a word as a word, or a phrase 
as a phrase, it is ordinarily italicized 
Surprisingly enou; 
Do you know th 


igh, there’s no 7 in restaurateur. 
€ origin of the phrase sour grapes? 


88E EMPHASIS 


Use italics sparingly for emphasis. 


poor: June looked simply beautiful and spent the entire evening dancing 
with the best-looking man Гуе ever pw all my life. 


EFFECTIVE: NO, it was not her brother. 


PRACTICE 7. Using Italics 


As you cop 


у the following sentences underline the words that should 
be italicized. 


Supply needed quotation marks, 
316 MECHANICS 


MAKING THE FINAL COPY 89 


. Ruth pronounces drawer as if she didn’t know about the er at the end. 

2. What does the phrase read the riot act mean? 

3. One of the famous chapters in Thackeray’s Vanity Fair is How to Live 

Well on Nothing a Year. 

4. The North River Steamboat was the original name of Fulton's famous 
Ship, the Clermont. 

‚ Dad prefers the Christian Science Monitor to the New York Herald 
Tribune and the Atlantic Monthly to the Saturday Evening Post. 

6. Jack can recite Jabberwocky and The Walrus and the Carpenter from 
Alice in Wonderland. 

- Can you pronounce marry, Mary, and merry so that peopl 
Word you're using? А 

8. For his report on Joseph Conrad, George read Lord Jim, Victory, and 

Almayer’s Folly. 


know which 
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89A 


Looks aren’t everything — but they help. After planning, writing, 
and revising a theme, copy it neatly without blots or untidy erasures. 
To correct a slight error, use ink eradicator or erase neatly with a knife 
or clean ink eraser and write in the correct word or letters. 


89B 


Except on a test avoid crossing out or inserting words in the final 
copy. If you discover that you have to make more than two or three 
Such corrections on a page, copy the page over. 


89с 


Оп а test cancel words by drawing а line through them or erasing. 
Insert words by using a caret and writing the words above the line. 


89D 


Before handing in your final copy read it through carefully with an 
eye for details. Careless errors mar à good theme or report. 


1. Have you spelled every word correctly? If you're not absolutely 


sure about the spelling of a word, look it up. A dictionary is a writer’s 
best friend. 
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89 MAKING THE FINAL copy 
2. Is your style consistent? 


SPELLING: not gray flannels on one page and grey scarf on the next 

ABBREVIATIONS: not 8:30 A.M. and four-fifteen in the afternoon 

PUNCTUATION: not Tom, Dick, and Harry in one place and bread, butter 
and jam in another 


NUMBERS: not 325 East Forty-first Street and 285 East 42 Street 


3. Are there any omissions? 


WORDS _ Most of deaths on Columbus' voyages of 
discovery were due to Scurvy. 


After one week at the new job Chris 


LETTERS 20 РА 
ask for а day of" 
^ Ж 


In my shoes what wou ne? 
PUNCTUATION 1d you have do 


"Well," said Mrs.Brown, "it cant be helped.” 
4. Are there any repetitions? 


WORDS: After scrambling down the mountainside we were -were- exhausted. 
LETTERS: In the first five minutes of play there were three substititutions. 


PRACTICE 8. Making a Correct Final Copy 


After а bys following passage for misspellings, inconsist- 
encies, repetitions, and omissions, ma n a separate 
sheet of paper. ‚ make a correct copy o р 


My appointment with Mr Pete | n-fifteen 
I reached his office at 102 East 4] rsen was was for 10:30 a.m. At te! 


; st Street, left my name with the receptionist, 
and took a seat near window. Had І rembered baci Yes, Id brought 
a transcript of my high school record, sample of my writing and names 
рен o нн Resisisting an impulse to inspect myself in r3 
miri x time I stared 1 on = 
Forty-iak-wtrent: out the window at the snarl of traffic 

"Miss Archer, Mr. Peterson will ili ionist 

: see you now. The smiling reception 

beckoned me toward the the door, Mr Peterson, a tall za haired man 
shook my р firmly and ask me to sit down. For five endless minute ре 
leafed о qu) papers. Finally looking up, said “Well, everything you've 
give me looks fine. /hat experence have you had in editorial?” ; 

When І stammered “попе”, he shook his head. “Thats to bad. For this 
positition I need some one with experience. 
„1 have only one question: where do Т get the experience 1 need for a job 
if if I cant get a job with out experience. 
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LESS IMPORTANT CASE USES 


SECONDARY OBJECT 
бе Verbs of asking take two direct objects, the name of the person and 
name of the thing (called the secondary object). 


The personnel director asked me all sorts of questions. 


RETAINED OBJECT 


-— A verb which takes an indirect or а secondary object in the active 
оісе may in the passive voice retain a direct object (called the retained 


object). 
The retiring president was given a watch. 
Jack was asked the sixty-four-dollar question. 


COGNATE OBJECT 


а А yerb regularly intransitive may take а cog? 
Similar in meaning to the yerb. 


We danced a native dance of Czechoslovakia. 


nate object, an objective 


PREDICATE OBJECTIVE 
A predicate objective (or adjunct accusa 
refers to the direct object. 
The stockholders elected Mr. Stevenson a director of the company. 
(Inserting to be before the predicate objective does not change the sense.) 
Everybody considers Einstein a genius. 
Harriet painted the floor of the playroom black and the walls red. (Here 


adjectives complete the verb and refer to the direct objects.) 


Some people think Harold lazy. 


tive) completes the verb and 
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NOMINATIVE OF 


EXCLAMATION 


A nominative of exclamation is a substantive used to show special 


emotion. 


Oh, the irony of it all! 


Oh, the villain! 


Present: see 
Active Voice 


SINGULAR 


„666 
. you see 
3. he sees 


Ma 


=. 


. I saw 
. you saw 
3. he saw 


N 


. I shall see 
. you will see 
3. he will see 


Ne 


1. I have seen 
2. you have seen 


3. he has seen 


1. I had seen 
2. you had seen 


3. he had seen 
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CONJUGATION OF to see 


PRINCIPAL PARTS 
Past: saw 


INDICATIVE MOOD 


PLURAL SINGULAR 

Present Tense 

we see Tam seen 

you see you are seen 

they see he is seen 

Past Tense 

we saw I was seen 

you saw you were seen 

they saw he was seen 
Future Tense 

we shall see I shall be seen 

you will see you will be seen 

they will see 


he will be seen 


Present Perfect Tense 


we have seen I have been 


seen 

you have been 
seen 

he has been 
seen 


you have seen 


they have seen 


Past Perfect Tense 


we had seen I had been seen 

you had seen you had been 
seen 

they had seen he had been 
seen 


APPENDIX 


Past Participle: seen | 
Passive Voice 


PLURAL 


we are seen 
you are seen 
they are seen 


we were seen 
you were seen 
they were seen 


we shall be seen 
you will be seen 
they will be seen 


we have been 
seen 

you have been 
seen 

they have been 
seen 


we had been 
seen 


you had been 
seen 

they had been 
seen 


Active Voice Passive Voice 
SINGULAR PLURAL SINGULAR PLURAL 


Future Perfect Tense 


. Ishall have ме shall have I shall have we shall have 
Seen Seen been seen been seen 

‚ you will have you will have you will have you will have 
ste seen been seen been seen 

- he will have they will have he will have they will have 
seo seen been seen been seen 


TWO TENSES OF THE SUBJUNCTIVE MOOD 
In the subjunctive the verb form is the same for all persons. 


Present Tense 


i I, you, he see if I, you, he be seen 

1 we, you, they see if we, you, they be seen 

; Past Tense 

if I, you, he saw if I, you, he were seen 

if we, you, they saw if we, you, they were seen 


IMPERATIVE MOOD 
Present Tense 


2. see be seen 
INFINITIVE 

Present to see to be seen 

Perfect to have seen to have been seen 
PARTICIPLES 

Present seeing being seen 

Past seen seen 

Perfect having seen having been seen 

GERUND 
Present seeing being seen 
Perfect having seen having been seen 


DIAGNOSTIC AND MASTERY TESTS 


Pages 
1. Parts of the Simple Sentence 79, 91 
2. Kinds of Sentences 95, 102 
3. Sentence Sense 102, 108 
4. Pronoun 109, 121 
5. Verb except Agreement of Verb and Subject 122, 140 
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= кє 


6. Agreement of Verb and Subject 141, 148 
7. Grammar except Pronoun and Verb 150, 167 
8. The Comma 190, 202 
9. Punctuation 214, 215 
0. Correct Word 273 

1. Capitalization 304, 310 


MARKING SYMBOLS 


; A a 
A symbol placed at the beginning of a theme calls attention n: 
serious error or a repeated error. (Numbers refer to topics, not pag 


: се. 
А Arrangement. Improve the word order in the senten 


(33, 77А, 77B, 77С, 77D) 


АЬ Do not abbreviate (86) or use the Arabic numerals. (87) 
Act Change from the passive to the active voice. (776) 

C Capital misused or needed. (85) 

СІ Clearness. Make у 


our meaning perfectly clear. (29А; 
29F, 31, 33, 34, 36) 


Coh Make coherent. (31, 33, 35, 80) 
Con Connective. (35) 


77 
Cst Improve the construction of the sentence. (30-36, 75, 77) 
D or 9% 


Omit the word or words indicated. (28, 30) 


E Emphasis. Sentence lacks force, vim, vigor. (76-78) 
Gr Grammar, 


H Bad handwriting. (84) n ; 

I Not idiomatic English. Use an idiomatic expression. 
Inc Incomplete, Not finished. 

K Awkward or c 
MS General a 
NS Not a sentence, 

P Punctuation, (37-46) 


Correct the syntax. (8-12, 16-22, 25-29) 


lurhsy. Rewrite the sentence. (32) 
Ppearance unsatisfactory. (82, 84) 6B) 
Complete the principal clause. ( 


Part A dangling or misrelated participle. (33A) 
QA Question not answered or problem not solved. à. 30B, 
R Unjustifiable repetition of word or thought. (28, 
81C) 
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Ref Faulty refere 


nce of pronoun. (31) 
Sentence, 


(6A) 
Spelling. (47-63) 
Subordinate one of the statements. (751, 79А, 79B) 


. . H d. 
Begin a new sentence at the point indicate 


Wrong tense. (21) 
Unity. Rewrite the sentence. (79) 
Vary the sentence type. (75) 


Use а correct or better word. Consult the dictionary: 
(64-74) 


S 
Sp 
Sub 
Syl Syllabication, Divide only between syllables. (83) 
T 
U 
У 
ү 


APPENDIX 


Leave more space between words. 
Supply the word or words omitted. (29, 36D) 


# 
A 
q Begin a paragraph here. 
U 


No Don’t begin a paragraph. 
q Paragraph unity. 
ЧА Paragraph arrangement. 
qc Paragraph connectives. 
(Е Paragraph emphasis. 
2 Disputed or questioned statement. 


| Use parallel structure. (80) 
Find the error in the line. 
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INDEX 


The most important references are in boldface. 


ae 154, 306, 316 
breviations, 25, 31, 33, 50, 53, 70, 74, 
244, 302, 305, 311-12, 313 
А, ene with, 190, 193 
Ар lute expressions, 89, 212 
Stract nouns, 83 
AER except, 249 
Cceptance, letter of, 43, 45 
Cknowledging borrowed material, 69, 
дъ eee 
ісе, 
4d,260 ^ 125, 127, 131, 288, 319 
Address, 314 
in letters, 25-26, 31-32, 40, 312 
nominative of, 89, 193, 207 
, Punctuation of, 25, 31, 193 
djective, 84, 86, 111, 154-55, 171 
for adverb, 156 
article as, 84 
clause, 96, 98, 291 
hyphenated, 225 
infinitive used as, 93 
noun used as, 155, 158 
participle used as, 91 
phrase, 85, 95 
predicate, 88, 125, 157 
proper, 305 
this, that, 153-54 
verbal used as, 91 
Adjectives 
comparisons of, 151-53, 244 
punctuation of, 193, 198, 200 
Adjunct accusative, 319 
Admittance, admission, 249 
Adverb, 84, 86, 152-57, 171 
for adjective, 156 


in clause, 96, 99 
punctuation of, 194-96 
hyphenated or written solid, 225 
infinitive used as, 93 
introductory, 81 
noun used as, 89 
phrase, 85, 95 
to or their misused as, 157 
verbal used as, 91 
Adverbial objective, 89, 166 
Adverbs, comparison of, 152-53 
Affect, effect, 249 
Affectation, 256-57 
After for following, 162, 263 
Age, method of representing, 313 
Aggravate, 260 
Agreement 
of pronoun with antecedent, 116- 
118, 143 
of verb with subject, 142-47 
tests on, 141, 148 
* Ain't," 134, 259 
Aircraft, italics for names of, 316 
АП ready, already, 249 
All right, 260 
“All the farther” for as far as, 260 
All together, altogether, 249 
Almost, most, 266 
Alphabetical order, 50, 52, 53, 54-55, 
75 
Although, comma before, 196 
Alumni, alumnae, 260 
Ambiguous reference, 173, 308 
Among, between, 261 
Amount, number, 261 
An, a, 154, 306, 316 
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And, 86, 96, 117, 145, 194, 292-93, 294 
abbreviation of, 312 
comma before, 198-99 
overuse of, 60, 281, 291 
in a series, 197-98 
Animals, pronouns used in referring to, 
118, 119 
Annual reference books, 55-56 
Antecedent, 83, 116-18, 120, 143, 163, 
172-74, 175 
Anticlimax, 287 
Antonyms, 244 
Any place, anywhere, 155, 261 
Anybody, anyone, 111, 117 
““Anywheres,”” 155, 261 
Apology, letter of, 43 
Apostrophe, use of, 159-60, 222 
Appear 
always intransitive, 125 
predicate adjective after, 157 
Appearance 
of letter, 27, 36, 40 
of manuscript, 299-302 
personal, 60 
Application, letter of, 36-37 
Appositive, 89, 92, 97, 282 
case of, 115 
punctuation of, 89, 192, 205, 210, 
211 
A preciation, letter of, 43 
Apt, liable, likely, 265 
Archaic words, 244 
Arrangement 
of books in library, 51-52 
of outline topics, 15-17 
in paragraph, 8 
of sentence, 81, 176-79 
of theme, 18 
icle, 84 
ai r kind of, sort of, 154, 265 
repetition of, 154 
in titles, 300, 306, 316 


M. 
ATUC bibliography, 69 


tnotes to, 74 
UR of magazine, 52-54 
i 
As :unction, 162 
asa ме ог that or whether, 261 
ssi а 
ш ы jon with, 196 aus 
d x pe ctuation with, 
As follows» 
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As if, as though, 136 

As well as, subject not made plural bys 
143 

Asking, verbs of, with secondary 06" 
ject, 319 

At, in, 264 

At last, at least, 204 

Athletics usually plural, 261 

Attention, in business letter, 26, 32 

Audience, considering the, 13, 19-20, 
33, 60-62, 63, 65 

Author card, 49-50 

Auto, 259 

Auxiliary verb, 83-84, 125, 127, 131, 165 

Avocation, vocation, 249 

Awkward sentences, 176-81; sec 4150 
Conciseness; Wordiness 


Back of, 259 
Bad, badly, 157 
Balance, remainder, rest, 261 
Balanced sentence, 280 
Barely, misuse of negative with, 155 
Be, 131 

always intransitive, 88, 125 

case after, 113 " 

incorrectly used in double capacity» 

165 

Predicate adjective after, 157 
Because, punctuation with, 196 
Become, predicate adjective after, 157 
Begin, commence, 261 
Beginning 

Of letter, 32, 36, 41 

of Paragraph, 3-4, 9 

of sentence, 60, 286, 314 

of speech, 60-61 

of term Paper, 72, 73 

of theme, 19-20, 21 


Being never а j i 

"Being that," L^ M es 
Beside, besides, 249 

Between, among, 261 
Bibliography, 68-69, 75, 78 
Biennial, Semiannual, 261 
Biography, 52, 56 

Blame... on, 262, 

Block form, 25,27, 28, 31, 40 


Body of letter. 2: 
Boners,248 ` юа 


Borrow, lend, loan, 262 


В 
por language, 69, 70, 72, 74, 208, 
9 
Au. each, 262 
ра ++. and, 86 
rackets, 212 
ri 
Rode ana letter, 43, 47-48 
Bri, у, 32, 35; see also Conciseness 
uc take, fetch, 262 
Siness handbooks, 26 
Usiness letter, 24-39 
of application, 36-37 
attention line in, 26, 32 
brevity in, 32, 35 
of claim, 35 
errors often found in, 36, 37 
ү ене їп, 34 
Pee 24-30, 194, 206, 312 
entification line and enclosure in, 
29, 34 
9f inquiry, 34 
дуош оѓ, 29-30 
ength of paragraph іп, 32 
models of, 27, 34, 35, 38 
Of request, 34 
Of reservation, 34 
Style, 32-34, 36, 259 
cq, Words oft i i 
dena 259 mem i 
ut, 86, 96, 155, 194, 292-93, 294 
comma before, 198 
А Overuse of, 281, 291 
not, introducing contrasting expres- 
в, sion, 193 
tt that, but what after doubt, 263 


em number, 49, 50-52, 54 
El l slip in library, 50 
an, could, 139 
Can, may, 134, 262 
anceling in manuscri 
Can't help but, 262 коч 
Capitalization, 212, 244, 305-9 
in complimentary close, 28, 40, 309 
of first word 
in poetry, 308 
in quotation, 308 
, in sentence, 96, 102, 103, 308 
in outlines, 16, 309 
in parentheses, 211 
of parts of book, 309 
in personification, 308 


of pronouns, 308, 309 
of proper nouns and adjectives, 
305-8 
in salutation, 26, 40, 309 
tests on, 304, 310 
in titles, 300, 306, 307, 316 
Card catalog, 49-50 
Carelessness in writing, 36, 317-18 
Caret, 317 
Case 
of appositives, 115 
after linking verbs, 113 
nominative, 110, 111, 112-13, 320 
objective, 110, 111, 113-14, 319 
possessive, 115, 159-60, 173, 223 
of pronouns, 110-16, 159 
Cause, reason preceding predicate noun 
or noun clause, 262 
Characters and allusions, 
books on, 56 
Choosing a subject for writing or speak- 
ing, 12-13, 41, 59, 65, 67 
Circumlocution, 257; see also Wordi- 
ness 
Claim letter, 35 
Class, name, and date on manuscript, 
300 
Clause, 96-99 
diagraming of, 99-100 
principal, 96, 97, 99, 104, 105, 120, 
287, 294 
unctuation of 
adverb, 194-95, 196 
in compound sentence, 104, 
198-99, 204, 205 
nonessential, 195 
reducing, 93, 94, 170, 282, 283, 284 
subordinate, 96-99, 106 
adjective, 96, 98 
adverb, 96, 99 


reference 


complex, 99 
essential and nonessential, 
119-20, 195 


mistaken for sentence, 106 
noun, 96, 97, 262 
overlapping of, 291 
Clearness 
in letters, 33, 34, 35 
їп sentence, 154, 165, 166, 172-75, 
179, 195, 197, 198, 199-200, 288 
in themes and speeches, 21 
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Clichés, 254-55, 257, 285 
Climax in sentence, 287 
Cognate object, 319 
Coherence, 8-9, 18 
Collective noun, 82, 117, 147 
Colloquial English, 114, 117-18, 129, 
134, 135, 154, 162, 165, 209, 244, 
258-59, 260, 261, 262, 263, 265, 
266, 267, 268, 269, 270 
Colon, 26, 29, 204-6, 209, 210 
Comma, 25, 28, 40, 89, 192-96, 197- 
201, 204, 209, 210, 211, 212 
misused for period, 103 
overuse of, 200-201, 296 
tests on, 190, 202 
Command, 134, 135, 280 
Commence, begin, 261 
Common noun, 305 
Comparative degree, 151-53, 269 
Comparison, 62 
of adjectives, 151-53, 244 
of adverbs, 152-53 
or contrast in paragraph develop- 
ment, 5-6 
figures of speech to express, 284-85 
words to complete, 165 
words to introduce, 269 
Compass, points of, 225, 307 
Complement, compliment, 250 
Complement or completer of verb, 88, 


Complete 
“predicate, 80, 81 


subject, 80, 280 
Completed comparison, 165 
Complex sentence, 96-99, 281 

complex sentence, 99 


mplex-e 
Complimentary close, 28, 33, 40, 194, 
309 


Composition; 
d 
Compou™ 110, 
al pronoun, „ 119, 225 
ersonal P 1, 283 


ісаїе, 8 
redic 96, 104, 198-99, 204, 


see Theme 


‘act, 81, 145 
subjects P 224-26, 301, 308 


Conciseness, 32, 34, 35, 91, 93, 94, 169- 
71, 282, 283, 284, 288 
Conclusion; see Ending 
Condition contrary to fact, 135 
Congratulation, letter of, 43 
Conjugation, 126 
of to see, 320-21 
Conjunction, 86, 163 
coordinate, 86, 96, 201 
correlative, 86, 294 
omitted incorrectly, 164, 165 
for preposition, 162 
punctuation with, 196, 197, 198, 
201 
subordinate, 97, 98, 110, 165 
in titles, 300, 306 
Connectives, 84, 86, 96, 97, 98, 286, 294 
for paragraph coherence, 8-9 
between paragraphs, 20-21 
in speaking, 60 
Connotation, 254 
Consonants, 154, 295, 301, 302 
doubling final, 232-33 
Construction 
impersonal, 170, 174 
overlapping, 291-92 
shift in, 139, 180-81 
split, 177 
Consul, council, counsel, 250 
Contact, 262 
Continual, continuous, 250 
Contractions, 41, 70, 222-23, 259, 302 
Contrast, 62, 154 
and comparison in paragraph de- 
velopment, 5-6 
Contrasting expression 
punctuation of, 193 
relation of verb to, 143 
Conversation, 19, 41, 43, 134, 210, 258, 
288 
Coordinate conjunction, 86, 96, 201 
Copyright date, 49 
Correlative conjunctions, 86, 294 
Could, can, 139 
Council, counsel, consul, 250 
Courtesy, 33, 34, 35, 44, 45, 46, 47, 48, 
- 65, 166 
Credible, credulous, creditable, 250 
Criticize, 262 н 


Cumulative review, 149, 168, 188, 
216 


Dangling modifiers, 177-78 
Dash, 207, 210-11 
Date, 259 
Date, 24, 29, 40, 43 
copyright, 49 
punctuation of, 25, 193 
representation of numbers in, 34 
313 АЁ 
With name and i 
eue class on manuscript, 
m of, many, 261 
рор osten of pronouns, 110-11 
efinition, 244 
inverted, 208 
used to 
Ses develop a paragraph, 7 
of comparison, 151-52 
pore after name, 193, 307 
Y, capitalization of references to, 
308 
emonstrative pronouns, 111 
pendent clauses; see Clauses, sub- 
_ Ordinate 
Derivation of words, 244 
scription, 3, 8 
moe dessert, 250 
etails, 13, 35, 36, 37, 44, 45, 47-48, 
317-18 
to develop a paragraph, 4-5, 6 
evelopment 
of ideas, 8 
of outline, 14-18 
of paragraph, 4-6, 7, 9 
of speech, 59-61, 65 
of theme, 14-19 
Dewey Decimal System, 51 
Diagnostic tests; see Tests 
Diagraming, 99-100 
Dialect, 244, 259, 260, 261, 266, 268 
Dialog, paragraphing, 3 
Diction; see Words 
Dictionaries, 55, 245 
Dictionary, 126, 218-19, 244-46, 302 
Different from, different than, 16 
Irect 
address, 193, 207 
Object, 88, 92, 93, 97, 113, 124, 125, 
131, 132, 200, 319 
quotation, 173, 194, 205, 207-8, 
. 209, 288 
Directions, capitalization of, 225, 307 


Discussion, group, 64-65 
leader of, 66 
Disinterested, uninterested, 250 
Division of word at end of line, 244, 
300-302 
Do in emphatic form of verb, 131 
Doesn't, don't, 142 
Double 
capacity, incorrect use of be in, 165 
comparison, 153 
consonants, 232-33, 301 
negative, 155 
reference of pronoun, 174 
subject, 163 
Doubling final consonants, 232-33 
Doubt that, 263 
Dove, dived, 129 


Each, 117, 145, 146 
and both, 262 
Echo question, 199 
Economics, usually singular, 266 
Editorial we, 256-57 
Effect, affect, 249 
Ei and ie, 224 
Either, 117, 146 
and neither, 263 
. or, 86 
Ellipsis marks, 212 
Elliptical 
clauses, dangling, 178 
sentences, 190 
Emigrant, immigrant, 251 
Eminent, imminent, 251 
Emphasis, 316 
in sentences, 154, 286, 287, 288 
in themes, 18, 21 
Emphatic form of tenses, 131 
En dash, 211 
Enclosure in letter, 29, 34, 44 
Encyclopedias, 55, 68, 69 
Ending 
of letter, 33, 35, 41 
of paragraph, 4, 9 
of sentence, 286 
of speech, 61 
of theme, 21 
Enthuse, 263 


Envelopes, 34 
addresses on, 31-32, 40, 312 


enclosing of letters in, 31 
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Especially, punctuation with, 192 
Essential and nonessential phrases and 
clauses, 119-20, 195 
Etc., 33, 194, 312 
Etiquette 
in business letters, 34 
in social letters, 41, 43, 44, 45, 46, 
47-48, 166 
in speaking and discussing, 65 
Euphemism, 256 
Every, everybody, everyone, 111, 117-18, 
145, 146 
Every place, everywhere, 155, 261 
“Everywheres,” 155, 261 
Exaggeration or hyperbole, 285 
Examples, use of, 5, 9, 62 
Except, accept, 249 
Exclamation, 86, 280 
nominative of, 320 
point, 102, 207, 209, 300 
Explanation, 3, 4, 8, 18 
Expletive, 81 


Faulty expressions, 158 
fectation; Jargon 

in letter, 32-33, 37 
Feel, predicate adjective after, 157 
Feminine gender, 110 ; 
Fetch, bring, take, 262 
Fewer, less, 261 
Fiction, 52 
Figures 

plural of, 222 

unctuati i 

кти 29 200, 205, 

when to use, 34, 3 
Figures of speech, 2m эш; 313-15 
Final се, ge, 231 
Final consonants, 
Final e, 230, 232 
Final f, fe, 221 
Final ie, 231 
Final y, 221, 230 
First draft of term paper, 72 4, 
Firstly, 263 
Fix, 259 
Flowery language, 171 
Folding 

of letters, 31 

of manuscript, 300 
Following not a prePOSition, 


5 See also Af- 
; Slang 


doubling, 232-33 


162, 263 
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Following, the, punctuation with, 205 
Footnotes, 70, 72-73, 74-75 
For, comma before, 196 
For example, for instance, 204, 211 
Forceful sentences, 286-89 
Foreign words 
italics for, 316 
plurals, 221-22, 260 
Formal English, 62, 114, 174, 20% d 
259 
Formal introduction, colon in, 205 
Formal motion, subjunctive with, 
Formally, formerly, 251 " 6 
Facies ча ehe of verb with, af 
Fragment, sentence, 105-6 
Friendly letter; see Social letter 
From after different, 162 
Funny, 259, 263 131 
Future perfect tense, ze P 
Future tense, 123, 127, 1 ing 
use of prp will in аи 

134 9 
11 

Gender of pronouns, 110, 116 di 

Genteelism, 256 

Gentleman, lady, 263 

"Gents," 263 

Gerund, 91, 92, 93, 95, 106 
dangling, 178 5 
possessive case with, и 

Get, 264 

Gobbledygook, 257 

Good, well, 157 

Graduated, 264 

Grammar s 
adjectives. and adverbs, 

151-57 
agreement, 116-18, MIT, ad 
case, 110-16, 159-60, 17-с gi 
clear, concise peat sem 
compound and со! 8h 

96:99, 104, 198-99, 204 7 and 
compound personal 

relative pronoun, 

13, 114, 119-20, 158-40 i 
conjugation, 126, ee 1107 
declension of pronoun 
incorrect omission, 
nouns, 82-83, NM 

172-74, 220— 
parallel structure; 29245 


participles, gerunds, and infinitives, 
91-94 
parts of speech, 82-86 
Prepositions and conjunctions, 84, 
85, 86, 162-63 
principal parts of yerbs, 126-29 
Progressive and emphatic forms of 
verbs, 131 
sentence structure, 81, 96, 97, 99, 
103-4, 105-6 
shall, will, 134 
sit, set, lie, lay, rise, raise, 131-32 
subject, predicate, and modifier, 
79-82 
subjunctive mood, 135 
syntactical redundance, 163-64 
tense, 123-24, 126, 127, 131, 134, 
135 
а 125, 127, 131, 135, 180, 288, 
Grammatical usage, 109-168, 319-21 
e eat, hyphen with compounds of, 226 
Toup discussion, 64-66 
GNU predicate adjective after, 157 
Ymnastics, usually plural, 261 


Habitual action, present tense for ex- 
pressing, 124 

Hackneyed expressions; see Clichés 
“Had of,” 264 
„Наа ought,” 135, 259 

Hain't," 259 
Half hour, a, or half an hour, 154 
Half-negative, 155 
Handwriting, 25, 26, 28, 40, 299, 300, 

303-4, 315 

Hanged, hung, 251 
Hard and soft с and g, 238 
Hardly, misuse of negative with, 155 
Have, of, 135 
Heading of a letter, 24-25, 40, 43 
Helping verb; see Auxiliary verb 
His or her, 118 
His, one’s, 118 
“Hisself,” **theirselves," 119 
Honorable, as title of person, 25 
However, 286 

Humor, 41, 61, 62, 209, 287, 296 
Hung, hanged, 251 

Hyperbole, 285 

Hyphen, 224, 225, 226, 300, 301, 314 


1, 256, 309 
1 think, 112, 286 
Ibid., 74 
Idioms, 132, 244, 271-72 
Је and ei, 224 
Illiterate language, 259, 264, 266, 268 
Immigrant, emigrant, 251 
Imminent, eminent, 251 
Imperative, 135 
Impersonal constructions, 170, 174 
Imply, infer, 264 
In, at, 264 
In, into, 264 
In fact, in part, punctuation with, 204 
Including, subject not made plural by, 
143 
Incomplete comparison, 165 
Indefinite pronouns, 111 
Indefinite use of pronouns, 174 
Indention 
in letter, 25, 27, 28 
in outlining, 16 
in paragraphing, 3, 300 
Independent clause; see Clauses, prin- 
cipal 
Index, 68 
of books in library, 49 
of magazine articles, 52-54 
Indicative mood, 135 
Indirect 
object, 88, 113, 319 
question, question mark not used 
with, 207 
quotation, quotation marks not 
used with, 207 
Infer, imply, 264 
Infinitive, 83, 91, 93-94, 106 
dangling, 178 
phrase, 94, 95, 194 
subject of, 94, 113 
tense of, 139 
Informal English; see Colloquial Eng- 
lish 
Informal notes; see Social letter 
Information, letter requesting, 34 
Initials, 190, 302 
Ink, 40, 299 
In-law, hyphen with compounds of, 226 
Inquiry, letter of, 34 
Insects, pronouns used in referring to, 
118 
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Inside address, 25, 26, 40, 312 
Intensive use of compound personal 
pronoun, 119 
Interjection, 86, 309 
comma with, 194, 207 
Interrogative pronoun, 111 
Interrupter; see Parenthetic expressions 
Intransitive verbs, 124-25, 131-32, 319 
Introduction; see Beginning 
Introductory 
adverb, 81 
adverb clause or phrase, comma 
after, 194-95 
Inverted 
definition, 208 
order, 81, 142 
Invitation, letter of, 43, 44 
Trony, 285 
Irregular 
comparison of adjectives and 
adverbs, 152 
forms, 244 
j verb, 126, 127-29, 244 
t 
used indefinitely, 174 


in wordy constructions, 170 
It seems to me, 286 


Italics, 315-16 
Its, it’s, 223 


Jargon, 257 
Journalese, 257 


Kind of, sort of, 154, 265 
Kind, these, those, or the 


m, 1 
“Kinder,” 259 = 
Lady, gentleman, 263 
Language 
borrowed, 69, 70, 72, 74, 208 
flowery, 171 


Lay, lie, 131-32 
Layout of business letter, 29-39 
Learn, teach, 265 
Leave, let, 265 
Legibility, 303-4 
Lend, loan, borrow, 262 
Less, fewer, 261 
Let, leave, 265 
Letter, 24-48 
abbreviations in, 25, 31, 33, 311 
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of acceptance, 43, 45 
address on envelope, 31, 312 
of apology, 43 
of application, 36-37 
of appreciation, 43 
beginning of, 32, 36, 41 
р in, 25, 27, 28, 31, 40 
body of, 27, 32-37, 41 
bread-and-butter, 43, 47-48 
business, 24-39, 242, 312 
complimentary close in, 28, 
194, 309 
conclusion of, 33, 35, 41 
of congratulation, 43 
enclosure in, 29, 34, 44 
etiquette, 41, 43, 44, 45, 46, 
166 7 
faulty expressions in, 32-33, T 5 
to a friend or relative, 41—42, 
heading, 24-25, 40, 43 
indented form in, 25, 27, 28, 40 
ink in, 36, 40 
of inquiry, 34 
ide s ae in, 25, 26, 40, 312 
of invitation, 43, 44 3 
layout of business, 29- 
minis 24, 25, 26, 27, 29 40 
43 
paper апа folding, 29, 31, 40 
reference data іп, 37 
of regret, 43, 46 
of request, 34 
of reservation, 34 
return address in, 31, 40 
salutation of, 26, 40, 194, 20 
second page of, 29 
semiblock form in, 27, 28 
signature in, 28-29 
social, 40-48 aem 
spacing of, 24-30, 31, 
ie, 31-3, 36, 41, 43, 258, 259 
of sympathy, 43 
of thanks, 43 и an. 24, 
Letterhead, using stationery with, 
28, 29 
Letters, figures, signs, and words 
italics for, 316 
plural of, 222 
punctuation with, 211 59 
Levels of use in English, 244, 258- 
Liable, likely, apt, 265 


33, 40, 


47-48, 


6, 309 


Library, 49-58 
catalog in, 49-50 
ewey Decimal System in, 51 
getting books in, 50-52 
Readers’ Guide, 52-54, 55 
mcer books in, 51, 54-57 
1 elf arrangement in, 51-5: 
n lay, 131-32. à д 
Tiket preposition and conjunction, 162 
Li "d liable, apt, 265 
i ing verbs, 113, 125 
ү ишь, 65 і 
ee end, borrow, 262 
calism, 259, 268, 270; 
E Dialect 
er colloquial use of, 265 
us and; see Handwriting 
о, predicate adjective after, 157 
se sentence, 279 
P loose, 2277 
01, lots, 265 
Lovely, 259 
ly words, 84, 152, 225 


see also 


Mad 265 
йг " 
penzines, index to articles in, 52-54 
aS a ity, plurality, 265 
vom ers; see Courtesy; Etiquette 
ee 299-302 
legibility of, 303-4 
MD? deal of, 261 
any a, 117. 1 
den ‚ 145, 146 
Е letters, 24, 25, 26, 27, 29, 40, 43 
МАНЫ manuscripts, 299 
Name symbols for, 322-23 
M. uline gender, 110, 118 
ger as title of boy, 25 
E tests; see Tests 
на for speaking and writing, 9, 
Min 3-14, 59, 65, 67 
M hematics usually singular, 266 
МО: can, 134, 262 : 
Me might, 139 
М азигез, punctuation of, 198 
iets 299-318 
сеш 59—60 
etaphor, 285 
Meter, 296 
Аш 285 
ight, may, 139 


Mighty for very, 266 
Misplaced modifiers, 179 
Misspelling; see Spelling 
Misunderstanding, comma to prevent, 
195, 197, 198, 199-200 
Mixed construction, 181 
Modifier, 80, 85, 86, 87, 115, 173, 195, 
296 
dangling, 177-18 
influence of, on number of verb, 
143 
misplaced, 179 
squinting, 179 
Money, method of геј 
Monotony of sentence str 
Variety, sentence 
Mood, 135-36, 180 
Most, almost, 266 
Movies, 266 
Mr., 25, 28 


presenting, 314 
ucture; see 


Name 
abbreviation of, 190 


capitalization of, 305-8 
with date and class on manuscript, 
300 
no division of, 302 
forming plural of, 221, 230 
forming possessive of, 160 
punctuation with, 193, 198 
Narration, 3, 8, 20, 61 
Natural order, 81 
Negative 
double, 155 
with predicate nominative, 88 


subject. relation of verb to, 143 


Neither, 117, 146 
and either, 263 
OT) 86 

Nervousness, 60, 62 

Neuter gender, Ў 


Nicknames, 209 
No place, nowhere, 155, 261 
lar verb, 145 


No with singu 
No, yes, punctuation of, 194 
“Nohow,” 266 
Nominative 
absolute, 89, 212 
of address, 89, 193, 207 
case, 110, 111, 112-13, 320 


of exclamation, 320 
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predicate, 88, 89, 92, 94, 97, 125, 
143, 200, 262 
Nonessential and essential phrases and 
clauses, 119-20, 195 
Nonessentials, sandwiching, 286 
Nor, 86, 96, 117 
comma before, 198-99 
in compound subject, 145 
North, south, etc., capitalization of, 
225, 307 
Not, introducing contrastin 
sion, 193 
Not only . . . but also, 86 
Note-taking, 69-71, 312 
Notes, informal; see Social letter 
Noun, 82-83, 86, 88, 200 
in absolute expressions, 89 
abstract, 83 
in apposition, 89 
capitalization of, 26, 40, 305-9 
clause, 96, 97, 262 
collective, 82, 117, 147 
common, 305 
gerund, 91,92, 93, 95 106, 115, 178 
infinitive used as, 93 
Phrase, 95 
Plural of, 158, 220-22, 230, 244 
possessive of, 159-60 
Predicate, 88, 89, 262 
Proper, 83, 226, 302, 305-8 


used as adjective, 155, 158 


used as adverb, 89 
used for Senten 


се clearness, 172-74 
verbal used as, 91, 92 
Now, comma With, 194 


“Nowheres,” 
266 

Number, 180 

agreement in 


of pronoun and antecedent. 
116-17 =» 


of verb апа subject, 
of footnote, 75 
Roman, 16, 190 
Number, a and the, 146 
Number, amount, 261 
Numbers; see also Figures 
method of representing. 
200, 205, 211, 222, 31], 
in outlines, 16 
Spelling of compound, 224 


в expres- 


“nowhere near,” 155, 261, 


142-47 


34, 199, 
313-15 
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O and oh, 194, 207, 309 
Object 
cognate, 319 
direct, 88, 92, 93, 97, 113, 124, 125, 
131, 132, 200, 319 
indirect, 88, 113, 319 
omitted incorrectly, 164 
of a preposition, 84, 85, 86, 92, 97, 
113 
retained, 319 
secondary, 319 
Objective 
adverbial, 89, 166 
case, 110, 111, 113-14, 319 
predicate, 319 
writing, 289 
Obsolete words, 244 
Of 
for have, 135, 266 
in possessives, 159 
“Off оГ,” 266 
Oh, 194, 207 
Omission 
apostrophe to denote, 222 " 
of apostrophe with some prop 
nouns, 160 
of article after sort and kind, 154, 
265 
of comma correct 
with and, 197-98 
in appositives, 192 
in dates, 193 
in measures, 198 
in numbers, 200 
in short compound sentence; 
199 
ellipsis marks to denote, 212 
of necessary words or letters, 164- 
166, 318 
of quotation marks correct, 207, 
208, 209, 300 
of ro of infinitive, 94 
of useless words, 164, 169-70 
of verb, comma used to indicate 
199 
On the contrary, punctuation of, 204 
One with singular verb, 146 46 
One, compounds with, 117-18, 146; 
225-26 143 
One of, verb in relative clause after, 
One's, his, 118 


Only, misuse of negative with, 155 
Op. cit., 74 
Or, 86, 96, 117, 145, 294 
punctuation with, 192, 198-99 
Oral, verbal, 266 
Order; see also Arrangement 
inverted, 81, 142 
natural, 81 
in paragraph development, 8 
in theme development, 18 
Organization in speaking or writing, 4- 
9, 14-18, 59, 71 
Ought, misuse of had with, 135, 259 
Outlines, 14-19, 59, 65, 71 
capitalization and punctuation of, 
16, 309 
kinds of, 19 
parallelism in, 17 
subordination in, 8-9, 17-18 
Over with, 266 
Overlapping construction, 291-92 
Overpunctuation, 200-201 


Pages 
in letters, arrangement of, 29, 40 
manuscript, numbering of, 300, 313 
Paper 
letter, 29, 36, 40 
manuscript, 299 
term, 67-78 
Paragraph, 3-9 
coherence in, 8-9 
development of, 4-6, 7, 9 
indention, 3, 300 
length of, 3, 32 
punctuation of quoted, 209 
substance of, 9 
topic sentence of, 3-4 
unity in, 3 
Parallel structure, 9, 17, 292-93, 294 
Parentheses, 211, 317 
Parenthetic expressions, 143, 286 
punctuation of, 192-93, 210, 211, 
212 
Participial 
conclusion in a letter, 33 
phrase, 95, 194, 284 
Participle, 83, 89, 91, 106, 284 
dangling, 177 
misuse of, as conjunction, 163 
tense of, 126, 127, 131, 135, 139 


Parts 
of a book, 309, 313, 314 
principal, of verbs, 126-29, 131, 
244 
of simple sentence, 79-89 
of speech, 82-86, 244 
tests on, 79, 91 
words as different, 86-87 
Party, person, 266 
Passed, past, 266 
Passive voice, 125, 127, 135, 288, 319 
Past participle, 126, 127, 131, 135, 139 
Past or perfect infinitive, 139 
Past perfect tense, 124, 127, 131, 138 
Past tense, 123, 126, 127, 131, 137, 138, 
139 
of infinitive and participle, 139 
Patronize, 267 
Pause, 60, 63, 65, 192, 195, 196 
Per cent, 33, 146, 190, 315 
Per with Latin words, 267 
Perfect tenses, 124, 127, 131, 135, 137, 
138, 139 
Period, 105, 204, 207, 209 
after abbreviation, 190 
after declarative or imperative sen- 
tence, 102, 103, 104, 190 
correctly omitted with dash, 210 
in outlines, 16 
Periodic sentence, 279 
Person, 110, 116, 118, 134, 142, 180 
Person, a, 117, 146 
Person, party, 266 
Personal pronouns, 110, 112, 115, 154, 
159 
compound, 110, 119, 225 
Personification, 285, 308 
Phone, 259 
Phrase, 85, 94, 95, 143, 166, 170, 195, 284 
absolute, 89, 212 
dangling, 177-78 
mistaken for sentence, 106 
punctuation of nonessential, 194— 
195 
Physics usually singular, 266 
Place; see Any place; Every place; No 
place; Some place 
Places, reference books about, 57 
Planning to write or speak, 12-19, 59- 
63, 64—65, 67, 71-72 
Pleasing the ear, 295-96 
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Plural 
of adjectives, 153 
of compound words, 222 
of foreign words, 221-22, 260 
in form but singular in idea, 146 


of letters, figures, signs, and words, 
222 


of Mister, 25 
of nouns, 158, 220-22, 230, 244 
nouns usually, 261 
possessive, 160 
of pronouns, 110, 117 
of verbs, using, 142, 143, 145, 147 
Plurality, majority, 265 
Poetry, capitalization in, 308 
Points of compass, 225, 307 
Positive 
degree, 151-52 
Subject, agreement of verb with, 
143 
Possessive 
case, 115, 159-60, 173, 223 
overlapping, 291-92 
Posture, 60 
Practical, practicable, 267 
Practicing a speech, 60, 62 
Predicate 
adjective, 88, 125, 157 
complete, 80, 81 
compound, 81, 283 
nominative, 88, 89, 92, 94, 97, 125, 
143, 200 


after reason, cause, 262 
objective, 319 
simple, or predicate 
95 doo verb, 80, 87, 
Prefix, 226, 236-37, 301 
Preposition, 84, 85, 86, 135, 201 
confusion with conjunction, 162 
following not a, 162, 263 
idiomatic use of, 271-72 
incorrect insertion of, 164 
incorrect omission of, 164, 166 
object of, 84, 85, 86, 92, 97, 113 
in titles, 300, 306 
Prepositional phrase, 85, 166, 194-95 
Present infinitive, 139 
Present participle, 126, 131, 139 
Present perfect tense, 124, 127, 131, 137 
Present tense, 123, 124, 126, 127, 131 
of infinitive and participle, 139 
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Principal 
clause; see Clauses, principal 
parts of verbs, 126-29, 131, 244 
Principal, principle, 227, 251 
Progressive form of tenses, 131 
Pronoun, 83, 86, 88, 110-20 
in absolute expression, 89 
agreement with antecedent of, 116- 
118, 143 
in apposition, 89, 115 
capitalization of, 308, 309 
case of, 110-16, 159 
clear reference of, 172-74, 175 > 
compound personal, 110, 119, 22 
in contractions, 223 
declension of, 110-11 
demonstrative, 111 
as double subject, 163 
with gerund, 115 
indefinite, 111 
indefinite use of, 174 
interrogative, 111 
personal, 110, 112, 115, 154, 159 
ossessive, 159, 223 
Poe. 98, 110-11, 112-13, 114 
119-20, 143, 175 
repeated for coherence, 8 
tests on, 109, 121 
Pronunciation, 218, 234, 244 
Proper adjectives, 305 
Proper nouns, 83, 226, 302 
capitalization of, 305-8 
plural of, 221, 230 
Proverbs, hackneyed, 255 " 
Public speaking; see Speec 
не пені 96 102, 103, 104, 190-217 
in letters, 25, 26, 28, 29, 31, 40 
in outlines, 16 
tests on, 190, 202, 214, 215 
in titles, 300 


Question, 19, 135, 280 
echo, 199 ; 
interrogative pronoun 1n, 111 
mark, 102, 103, 207, 209, 300 
shall and will in, 134 

Quite, 267 

Quite a, quite the, quite some, 267 

Quite a few, 259 

Quotation 
borrowed, 65, 70, 208, 209 


capitalization of, 308 

direct, 173, 194, 205, 207-8, 209, 
288 

indirect, 207 

marks, 201, 207-9, 300, 316 

matter inserted in, 212 

omissions in, 212 

punctuation of, 194, 205, 207-9 

reference books of, 56-57 

within a quotation, 209 


Raise, rise, 131-32 
Readers’ Guide, 52-54, 55 
Reading, 13, 70 
aloud, 59, 104, 195, 295 
Real for very, 268 
Reason, cause, to be followed by predi- 
cate noun or noun clause, 262 
Reasons in developing a paragraph, 6 
Receipt, recipe, 268 
Reckon, allow, 268 
Redundance, syntactical, 163-64 
Reference 
books, 26, 54-57, 68, 245, 247 
card in library, 54 
data in letter, 37 
of pronouns, clear, 172-74, 175 
Reflexive use of compound personal 
pronoun, 119 
Regret, letter of, 43, 46 
Regular verb, 126 


Relative 
clause, 143 
essential and nonessential, 
119-20 
incorrectly joined to princi- 
pal, 294 


pronoun, 98, 110-11, 112-13, 114, 
119-20, 143, 175 
Remainder, rest, balance, 261 
Repetition, 8, 21, 154, 165, 289, 296 
needless, 9, 22, 169, 296, 312, 318 
Request 
imperative mood in, 135 
letter of, 34 
period after, in form of question, 
207 
Research, 9, 13, 49-55, 59, 67-70 
Reservation, letter of, 34 
Respectfully, respectively, 251 
Rest, remainder, balance, 261 


Retained object, 319 

Return address on envelope, 31, 40 
Reverend, 268 

Review, cumulative, 149, 168, 188, 216 
Revision, 21-22, 72, 73, 219, 317-18 
Rhyme and rhythm, 296 

Right for extremely, 268 

Rise, raise, 131-32 

Roman numbers, 16, 190 
Run-together sentence, 103-4 


Salutation of a letter, 26, 40, 194, 206, 
309 
Same misused as a pronoun, 268 
Sandwiching nonessentials, 286 
Say, 268, 269 
Scarcely, misuse of negative with, 155 
School subjects, capitalization of, 305 
Seasons, not capitalized, 307 
Second page of business letter, 29 
Secondary object, 319 
See, see also card in library, 50 
Seem 
always intransitive, 125 
predicate adjective after, 157 
“Seldom ever," 268 
Self, hyphen with compounds of, 226 
Semiannual, biennial, 261 
Semiblock form, 27, 28 
Semicolon, 104, 203-4, 208, 209, 210, 
E 12 
Sentence, 79, 87-88, 278-96 
awkwardness in, 176-81 
beginning of, 60, 286, 314 
capitalization of first word in, 308 
clear, concise, 169-86, 288 
complex, 96-99, 281 
complex-complex, 99 
compound, 96, 104, 198-99, 204, 
291 
compound-complex, 99 
‚ diagram of, 99-100 
elliptical, 190 
ending of, 286 
forceful, 286-89 
fragment, 105-6 
inverted, 81, 142 
length of, 32, 62, 259, 278, 290, 
295 
loose, periodic, balanced, 279, 280 
parenthetic, 211 
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parts of, 79-108 
punctuation of, 103-4, 105, 190- 
217 
run-together, 103-4 
sandwiching nonessentials in, 286 
shifts, 180-81 
simple, 81, 280 
sound of, 295-96 
tests on, 79, 91, 95, 102, 108 
topic, 3-4 
unity, 290-92 
variety, 21, 91, 278-84 
wrong element in, 177 
Sentence outline, 17, 19 
Series, 154, 287 
punctuation of, 197-98, 200-20 
Set, sit, 131-32 
Shall, should, 139 
Shall, will, 134 
Shan't, 259 
Shelf arrangement in library, 51-52 
Shift in construction, 139 180-81 
Ships, italics for names of, 316 
Should, shall, 139 i 
Show, 269 
Show ир, 269 
Signature in letter, 28-29 


Signs, figures, lett 
n. се etters, and words, plural 


Simile, 284-85 
Simple 
predicate, 80, 87, 96. 
sentence, 81, 280 ut 
subject, 80, 87, 100 
Since, comma before 196 
Singular number, 110 
> m 
145, 146, 147, 15" 1 14% 
nouns usually in, 266 


in possessive Case, 160 
Sit, set, 131-32 


Size, 269 

Skimming, 70 

Slang, 36, 62, 209, 244, 259 264 266 
m , 264, 266, 


Smell, predicate adjective after. 157 
So | 


overuse of, 281, 291 

punctuation with, 204 
Social letter, 40-48 

of acceptance, 43, 45 

of apology, 43 
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of appreciation, 43 
bread-and-butter, 43, 47-48 
of congratulation, 43 
etiquette in, 41, 43, 44, 45, 46, 47-48 
form, 40, 43, 194, 309 
to a friend or relative, 41-42, 43 
of invitation, 43, 44 
models of, 42, 44, 45, 46, 47 
of regret, 43, 46 
stationery, ink, margins, 40 
style, 41, 43, 258 
of sympathy, 43 
of thanks, 43 
Social studies words, 241 
Some, 269 
Some place, somewhere, 155, 261 
"Somewheres," 155, 261 
Sort of, kind of, 154, 265 
Sound, predicate adjective after, 157 
Sounds, 295, 296 
Sources for term paper, 68-69, 70 
acknowledging, 69, 72-73, 74 
Spacing 
in handwriting, 303 
in letters, 24-30, 31, 40 
in manuscripts, 299, 300 
Specific words, 253-54 
Speech, 59-66 
beginning of, 60-61 
conclusion of, 61 -— 
group discussion, 
holding audience in, 61-62, 63, 65 
material for, 59, 65 
nervousness in, 60, 62 
outlining, 59, 65 
practicing, 60, 62 
preparing, 59-60 
style of, 62-63 
voice in, 60, 62, 63 
Spelling, 218-42 
-aid and -ayed, 220 
—ceed, —ced-, -sede, 235 
compounds, 222, 224-26 
contractions, 222-23 
devices, 219 317 
dictionary asaid in, 218-19,244, e 
doubling final consonants, 232- 
ei and ie, 225 
final ce and ge, 231 
final e, 230, 232 
final f, fe, 221 


final ie, 231 
final y, 221, 230 
groups of words, 219, 220, 221, 224, 
225, 226-27, 228-29, 232, 234, 
235, 238-39, 240, 241, 242 
hard and soft c and g, 238 
hyphen, 224, 225, 226 
learning, 218-19 
lose, loose, 227 
of numbers, 313-14 
oh, O, 207 
plurals, 220-22 
points of compass, 225 
possessives, 159-60 
prefixes and suffixes, 226, 229-31, 
234, 236-37 
principle, principal, 227 
pronunciation as aid in, 218, 234 
revision of errors in, 219, 317 
of similar words, 226-27 
their, there, 157 
too, to, 157 
Split construction, 177 
Squinting modifier, 179 
Stage fright; see Nervousness 
Start, 269 
State, say, 269 
Statement, 19 
and echo question, 199 
indicative mood in, 135 
Stationery; see Paper, letter 
Statistics, 313 
Step, compounds with, 226 
Stop, stay, 269 
Storytelling; see Narration 
Structure, parallel, 9, 17, 292-93, 294 
Style 
block, 25, 27, 28, 40 
in business letter, 32-34 
concise, 169-71 
flowery, 171 
indented, 25, 27, 28 
in manuscript, 318 
schoolgirl, 207, 285 
semiblock, 27, 28 
in sentences, 278-98 
telegraphic, 33, 166 
in words, 243-72 
Subject, 80, 88, 96, 105, 124, 125, 127, 
200 
agreement of, with verb, 142-47 


card in library, 49-50 
case of, 112, 113 
choice of, for writing and speaking, 
12-13, 41, 59-65, 67 
complete, 80, 280 
compound, 81, 145 
compound personal pronoun in- 
correctly used as, 119 
double, 163 
gerund as, 92 
infinitive as, 93 
of infinitive, 94, 113 
noun clause as, 97 
omitted incorrectly, 164 
position of, in sentence, 279, 280 
simple, 80, 87, 100 
Subjective writing, 289 
Subjunctive mood, 135-36 
Subordinate 
clause, 96-99, 106, 119-20, 195 
conjunction, 97, 98, 110, 165 
Subordination 
in outlines, 8-9, 17-18 
overlapping, 291-92 
in sentence structure, 287, 288, 290 
Substantive, 83, 84, 88, 320 
Such a with singular verb, 145 
Suffix, 229-31, 234, 236-37, 301 
Summary, punctuation before and 
after, 205, 211 
Sums of money, method of represent- 
ing, 314 
Superlative degree, 151-52 
Sure, 269 
Syllabication, 36, 244, 300-302 
Symbols, marking, 322-23 
Sympathy, letter of, 43 
Synonyms, 244, 247 
Syntactical redundance, 163-64 


Tabulation, 33, 37 

Take, bring, fetch, 262 

Talks; see Speech 

Taste, predicate adjective after, 157 

Tautology, 169 

Teach, learn, 265 

Telegraphic style, 33, 166 

Tense, 123-24, 126, 127, 131, 134, 135, 

137-38, 139 

of infinitive and participle, 139 
shifting of, 139, 180 
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Тегт рарег, 67-78 

bibliography for, 68-69, 75, 78 

crediting sources for, 69, 70, 72-73, 
74 

first draft of, 72-73 

footnotes, 74—75 

introduction of, 72, 73 

manuscript, 299-302 

note-taking for, 69-71 

Organizing, 71 

outlining, 71 

revision of, 73, 317-18 

subject for, 67 

Tests 

diagnostic, 79, 95, 102, 109, 122, 
141, 150, 190, 304 

listed with subjects, 321-22 

mastery, 91, 102, 108, 121, 140, 


148, 167, 202, 214, 215, 273, 310 
Than, from, 162 


Than, then, 269 
Than, till, until misus 
Thanks, letter of, 43 
That, 170, 270 
demonstrative pronoun or adjec- 
tive, 111, 153, 175 
after doubt, 263 
relative Pronoun, 119. 
subordinate conjuncti 
used as adverb, 269 
That is, punctuation with, 204, 211 
“That there,” 153 


That which equivalent to what, 120 
The, 154, 270 
in titles, 306, 316 
Their misused for there, 157 
Their, there, they're, 223 
Theirs, there's, 223 
“Theirselves,” “hisself,” 119 
Them for those, 154 
Themes, 12-23 
beginning of, 19-20, 21 
clearness in, 21 
coherence in, 18 
connectives in, 20 
emphasis in, 18, 21 
ending of, 21 
marking symbols for, 322-23 
material for, 13-14 
organizing, 14-18 
outlining, 16-19 


ed for when, 269 


—20, 143, 195 
ion, 165, 194 
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revision of, 21-22, 295, 317-18 
style of, 13, 21, 311 
subjects of, 12-13 
unity in, 20, 21 
Then, than, 269 
223 
— inverted sentences, 81, 142 
in wordy constructions, 170 
Therefore, 286 
These, 111, 153 
“These kind," 153 Р 
These words, punctuation with, 205 
They, indefinite use of, 174 
Thing, vague use of, 270 
Thinking, 4, 13, 14, 64, 65 
This, 111, 153, 175, 205 
“This here,” 153 
Those, 111, 153 
“Those kind,” 153 i 
Though, comma before, 1 А 
Though not, introducing a contrasting 
expression, 193 ith, 
Thoughts, no quotation marks with 
ve ith, 205 
Thus, punctuation with, 
Till, ЕЙТ, than, misused for бе 25 
Time, method of representing, 205, 
Title -—- 
abbreviations of, 2 
of business firm, 25, 160, er 
capitalization of, 300, 305, 306, 
316 
card in library, 49-50 
italics witb, 300, 316 307 
of person, 25-26, 28-29, ja 198, 
punctuation with, 190, 193, 
08, 300 
ae 16, 20, 299, 300 
x 157 
misused for too, 
as sign of infinitive, Эз 94, dal 
Together with, subject not made р 
by, 143 
Topic 
choice of, 12-14, 41, 65, 67 
outline, 15-19 
sentence, 3-4 
осм in outline, 15-18, 71 
sub-, in outline, 16-18, 71 
Transition, 8, 20-21 


Transitive verbs, 124-25, 131-32 
Triteness, 33, 254-55, 257, 285 
Truth, present tense for permanent, 124 
Truth, veracity, 270 
Typewriting, 315 
in - 25, 26, 27, 28, 29, 30, 36, 
in manuscripts, 299, 300 


Uncompleted comparison, 165 
nderlining, 207, 300, 315; see also 
Us Italics 
ae construction, 181 
ninterested, disinterested, 250 
Unique, 152, 270 
pue States, use of the with, 270 
nity 
of paragraphs, 3 
of sentences, 290-92 
of whole compositi 
Bue lee npositions, 20, 21 
U ә 
nmarried woman, signature of, in 
D letters, 28 
en, till, than, misused for when, 269 
sage 
grammatical, 109-68, 319-21 
of words, 260-70 


Variety, sentence, 21, 91, 278-84 
MEL ty, truth, 270 
erb, 83, 86, 87, 100, 105, 122-47, 319 
active and passive, 125, 127, 135, 
288, 319 
agreement of, with subject, 142-47 
auxiliary, 83-84, 125, 127, 131, 165 
be, 88, 113, 125, 131, 165 
comma to replace, 199 
completer of, 88, 200 
conjugation of, 126, 320-21 
direct object of, 88, 92, 93, 97, 113, 
124, 125, 131, 132, 200, 319 

emphatic forms of, 131 
imperative mood of, 135 
indicative mood of, 135 
indirect object of, 88, 319 
intransitive, 124-25, 131-32, 319 
irregular, 126, 127-29, 244 
linking, 113, 125 
might, could, would, should, 139 
mood, 135-136, 180 
of incorrectly used with, 135 


omitted incorrectly, 164, 165 
principal parts of, 126-29, 131, 244 
progressive forms of, 131 
regular, 126 
shall, will, 134 
sit, set, lie, lay, rise, raise, 131- 
132 
subject of, 80, 81, 86, 87, 88, 92, 93, 
97, 112-13, 124, 125, 127, 200 
subjunctive mood of, 135-36 
tense of, 123-24, 126, 127, 131, 134, 
135, 137-38, 139, 180 
tests on, 122, 140, 141, 148 
transitive, 124-25, 131-32 
Verbal, oral, 266 
Verbals, 91-94, 106 
gerund, 92-93, 95, 115, 178 
infinitive, 93-94, 139, 178 
participle, 91-92, 126, 127, 131, 
135, 139, 163, 177, 284 
Verse, capitalization in, 308 
Very, overuse of, 270 
Vividness in writing, 253-54, 271, 284- 
289 
Vocation, avocation, 249 
Voice 
speaking, 60, 62, 63, 288 
of verbs, 125, 127, 131, 135, 180, 
319 
Vowel, 154, 295, 300, 301, 302 
Vulgarism, 263 


“want in,” “want out,” “want off," 
270 
Want to, 270 
Ways, way, 270 
We for I, 256-57 
Well 
comma with, 194 
used as adjective or adverb, 157 
What, 111 
relative pronoun having no anteced- 
ent, 120 
Where, misused for that, 270 
Which, 111, 119, 143, 170, 175 
Who, 111, 112, 113, 114, 119, 143 
Whoever, 111, 112, 113, 114 
Who's, whose, 223 
Why, comma with, 194 
Will, shall, 134 
Will, would, 139 
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Wire, 259 
Wish, subjunctive mood in, 135-36 
Without never a conjunction, 162 
Word order, 88, 279, 280, 284 
Wordiness, 32, 93, 94, 169-71, 257, 282, 
291 
Words, 9, 21, 32, 62-63, 286 
compound, 222, 224-26, 301, 308 
dictionary information on, 244 
division of, 300-302 
figures of speech, 284-85 
insertion of, in article or speech, 
212, 317 
misspelled in business letters, 242 
plural of, 222 
repetition of, 8, 9, 21, 22, 154, 165 
169, 289, 296 Е 
selecting the right, 244-77 


in series, 197-98, 200 

in social studies, 241 

spelling, 218-42 

tests on, 273-77 

transitional, 8-9, 21 
Would have for had, 135-36 
“Would of,” 135 
Would, will, 139 
Writing; see Letter; 

paper; Themes 

Wrong element in sentence, 177 


Style; Term 


Yes, no, punctuation of, 194 
Yet, punctuation with, 204 
You, 118, 142, 174 

You all, 270 

Your, you're, 223 

“Youse,” 259 
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